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AN INTRODUCTION TO EBCE 

Sitfo^ai°*^°" Students/ ^4ile J^S^L 

SS^SSStS^'^f '^^"^y " high school, 

SSectfS th'^^ * °' ^ «^ learning 

f ?®f? commity, Atrti^tiBs in isa are tailored to 

arf^ aseds, ^ilitlM. lea^g styles goals ) and «udents 
«e gmded in their lea^g trough ongoing relationsWps ^i^f 
variety of worfcing a&lts in to. coTOttiity. n^ps witft a 

trough real world interactions with adults, mm students lean • 
about careers, about Ufe, about other people, about themselves 
Sli^ ' ""^"^^ *he basic Skills of critical thinwig 

fscience,^pe«onal and social de^l^menf, factional citi^SsSS 
an| creative development, niey gain qo^etence in the skills adults 
need to function effectively in a tectaological society, aey leam 

^^f°"«^l« by helping desi^ tteir own learning activities 
and by following a set of accomtability staidards that parallel 
the standards working , adults are ej^ected to maintain on tee Job. 

Perhp most ii^portantly, students in mm leam how to leam, how 
to plan learning activities, how to find and use resources in the 
cofflBuni^ and how to build on e^ertence. teaming bec«Bes for them 
a lifelrag process with its owi rewards directly related to each 
individual's personal choices aid goals. 



THE (CE)2 PROGRAM 

Since the fall of 1972, a model IBCT program has been operating in 
ttg«d, Oregon, mder the spaisorahip and technical asaistaice of 
the Northwest Regional Educaticaial Laboratory (Nram) and with 
fmi^g from tte National Institute of Education mm. The Tigard 

^^^r°*^'^* Co^mity Ij^ariences for Ca«er Education 
or tCEj2--is a full-time educatiOTal alterative for youth in their 
3unior and senior high sdiooi yeai». mie program serves ^out 10 
percent of ttie eUgible st udent body at Tigard High School. 

^rtlL^d^S.^ V Pi*"- " ^^^^ ^ ^« southwest 

acS^ef ^ '^^ st'^ats are not pursuing learning 

ac-U^ties in the ammmxw , their home base is the (CI), learning 
center. Staff at the learning center are not teacdie« in the 
tr^tional sense, but faciUtatora of student learning, helping 
students dsslpi and follow their own learning plans within a ' 
prascabed curricui™ and program co^ietioi requirefflents. Volunteers 
at co^mity sites serve major si^port roles in student learning. 
PoUoias for (ra)2 a« detarained by a board of directors con^osed 
of students, parents, swloy :s, labor leaders and school district 



V3 1 



MANAGEMENT S ORGMNIZATION 

■ 



representatives. When students leave (Cl)„ they receive a uniqua 
portfolio displacing their conminlty exp«rfenoes and accomDlishments 
and upon .completion of program requirements they recaive a* standard 
diploma .from Tigard High School. 
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THE EBCE HANDBOOKS 

Based on (CE) 2' s ejcpariancas , NWREL has 'comDil«d a five-volume set of 
handbooks which detail how to set up and operate an mm program Thes 
handbooks represent thrae years of development, revision and refinement 
of the original EBCE model. As with any ongoing program, processes 
and materials are continually being ^vised, both at (CT) and in 
various school districts now implementing all or parts of ^the progr^. 

Bach of the handbooks is devoted to a particular area of operations- 
jmnagement & Organiaation, Curriculum s Instruction . Employ er/Cananunitv 
Resources, Student Seryices and Program Evaluation . A program brochure 
complements the handbooks and provides a*i introduction to EBCE The 
brochure con^ins general information about the EBCE curriculum, key 
program elements and evaluation findings. Contents of the individual 
nandbooks are sunmarized below. 



MANAGEMENT & ORGANIZATION 

Mana^TOent s Organisation treats overall operational considerations 
for an EBCT prograa: how such a progran is organised, governed, 
stafted and mads visible, to the public and how everyday program 
business is managed. Thm handbook is divided into four sections; 

"Program Planning a Governance" outlines the steps for setting 
up and operating an mm prograai, including conmunity 
invQlvement in program planning, suggestiohs for surveying 
poteatial support, meeting legal and educational requirements, 
securing program approval and providing an adequate base for 



"Personnel" describes the general staff functions that are 
naeded to operate an EBCE program. It also suggests procedures 
and considerataons for recruiting aM selecting staff , ' 
determining salaries and benefits, establiahing wrking 
conditions, orienting staff and providing staff developme.-.t.. 

"Business ftonagement" discusses such operational detail- as 
budgets, financial reports, office procedures, insuranci' , ' 
health and safety provisions, facilities and transportation. 



MANAGimENT S ORGANIZATION 



"Conmuni^ Relationa" suggests strateg^a for introducing SBCS 
to the comunicy' and naeting the angolnc infojw.ation na-da of" 
various audiencea, both internal and .xtarnal, including board 
m^ers, atarf, atudents, parants, business and labor, the 
educational comunity and the conmunity-at-large . 



■URRrCULUM & INSTRUCTION 



CurricuJim s Instruction covers the content and processes of student 
-earning in EBCE and the resoittces a community-i,ased program makes 
available to students. -Hiare are nine sections to this handbook: 

"GurrictiUm Outcomes" provides basic defimtions of key 
curriculum elements and describes what students learn - while in 
the program.- the section includes general outcome goals ^d 
specific objectives to help staff prescribe for student 
performance in three broad areas: Life Skills, Basic Skills 
and Career Development, 



"Learning Plan Negotiation" ficuses on techniques for 
individualizing student goal ietting and prescribing learning 
plans tailored to each student's needs, interests, abilities 
and Xearning s^le. Itopics i^ this section include program 
requirements, accountability Standards, assessment, learning 
site analysis and negotiation/ of learning activities. 

"Career Ejcplorationa" desfcribes planning and lapl amenta tion 
steps for students ■ first ej^eriencea at TOrkplaces in the 
local communis?'. , 



"Projects" describes planning and implementation steps for 
developing individualized learning contracts with each student 
that cosine activities in Life Skills, Basic Skills and 
Career Development. 



"Learning s "kill Building Levels" describes planning and 
implanentation steps for more extensive student involvement in 
projects and skill development activities at TOrkplaces in the 
conimunity, . % 

"Competencies" describes planning and implementation procedures 
for ijisuring that students acquire the essential survival 
skills needed to ftmction in, today's society. > 

"Student Journals" describes planning and/^plamentation 
procedures for encouraging student use orf^ journals as a means 
of reflecting on peraonal experiences and building- trust 
relationships with staff . 
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_^play«r Seminars" describaa planning and impleinentation steps 
for utilizing conraunity representatives in large group student 
semnars on important career dev«lopment topics and issuas. 

/•Learning Resources" descrUjes EBCl's approach to using the 
coTOuni^ as a vast r.sourc. for student learning and' detail- 
procedures for finding, accessing and i^g learning resources 



/■ ^ DlPLOViR/COWUNITY RESOURCES 

Employer/tonmunity Rasourees treat-^. the establishment, maintenance 
^mnd use of the aetworif df employer and community sites at which 
most student learning activities tAe place. This handhook 
consists of three Sect iorist 

"Site Recruitment" details procedures for involving employe-s 
and othtt cqmiuni^ site personnal in the EBCE program. Topics 
include the role and functions of the employer instructor, * 
estimating the necessary himber and types of sites, incentives 
for pMticipating in EBCE, identifying and contacting potential - 
learning sites and adding sites to the network. 

"^^oyer instructor Developmerit" describes how particioating 
sj^^^sonnel are prepared, for mm responsibilities. The 
^^^j^etioiiA fbpuses on planning\aM conducting development sessions 
- to give-«lte personnel the inforTOtion and training (they need 
to worfe eifectively with s^udrtitsK i 

, ;'5ite^;^tili^4tion" de^'^itlM the use Qf employer and coimunity 
volunteeiTS aria siteK;^So^eilA>er student learning. Included 
^ are procedureg\for as^essing;Jthe educational ^tential of- 

individual sites, (learning site, analysis) , supporting employer 
instructori as tSey work with students, (site maintenance) and 
exchanging informa'tion arong staff and between staff and site 
personnel, as well 'as^titaff resoonsibilities for working with 
site personiiel. 



STUDENT SERVICES 



Student Services covers considerations aiid procedures for admitting 
students to the program, keepifag records of student work, 
credentialing students when thiy leave th^ program and supporting 
individual s*uaant growth. TheVhandbookis divided into three 



sections ; 



MANAGBMENT S OmANlZATION 



"Prograc Sntry/Exit" details altarnativas ifor •nrolling student-s 
in the mCE program and preparing them" for a new type of 
education. ■Topics dissus*ed ih this section include criteria 
and tamelinas for studant recruitoent and ■ selection , reeruitment 
presentations, selection procedures, orientation sessions, 
transfer into and out ot the program and_pro^am completion. 

"Student Records" covera procedures and considerations for 
collecting , recording, interpreting and reporting informtion 
on student progress through the EBCE program. Sample forms are 
displayed, including a student credential that Drovides a 
permanent record of student performahce consistent with the 
individualized native of mCE. The section also includes a 
diacussion of the confidentiality of student records. 
/ 

"Guidarice-^ concerns those services, processes and interactions 
that' nelp students understand and benefit from their individual 
• e^eriences. This section includes discussion of program year 
action zones, the student accountability system, zone crogress 
meetihgs, zone debrief ings and referral to outside 'agencies. 



.PROGRAM EVALUATION 



Program Evaluation handbook contains two 



sections: 



An "overview" sets the background for understanding EBCE 
evaluation and how it relates to other elements of the program. 
A glossary of key evaluation and EBCE terms used in this handbook 
IS provided . 

"Steps to Follow" organizes the evaluation process into an eisy- 
to-follow sequence of steps. The checklist which begins this 
section provides a useful guideline for the busy evaluator, 
adminis|rator or projram staff memrier. Each step in the checklist 
IS keye^ to a portion of the following narrative, which supplies 
details And discussion for each point. . - 

\ M \ 

Student Services, and Program Evaluation also include sections\f 
appropriate reproducible materials which school dikricts may duplicate 
and use m their own mm programs. \ 



1 p 



Introdu^tiorr 



HOW TO USE THE HANDBOOKS 



The EECE hanctoooks are designed for easy accass to "how-to-do-it" 
information, Eaeh handbook sea tion ^has three basic parts i 

1, Thm P^VIEW (colored page at the beginning of each 
section) ineludea a definition of the alemarit of IBCE 
diecuised in tha seotion/ the pu^oaas Md miderlying 
■ assun^tions of toat progrW^eleirienF Md the^^^ 

involved in delivering that portion of EBCT* The 
/ Preview may also >nol\^e a stateinent of^t^he. 

relationship between that progr mi element and other 
aspects of iBCT. - 



STEPS TO TOLLOW is a polo'red page auggeatihg a step- 
by-atep sequence for planning ^md implementing the 
program eleMnt. . 



/ 3, A NARRaTITO SECTION foEi white paper) e^^lains the 
f .proceas behiiid each step, Tnis aection usually 

contains background information baaed on (01)2 *3 
e^^riences and may suggest alternative courses of 
action/ CROSS-:ffiP^raNCES guide the reader to related 
material located elsewhere in the htodbooke. 

Each handbook also haa WPENDICES of materials to supplement the 
information in the handbook^ md an INDEX for all the \handbooks 
to help usera locate information'. 



-\ 
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TIMELINE FOR EBCE PLANNING 




Activities 

Attend EB^ awarenaaa priaentatieni 
Prgparg EBffi infonsatien materiali 
Select and orient planning group 
Attend training session 
Gonduet gurvey of comsaifflity interest 
Prepare first draft budget and itaffing plan 
Begin- presgntations to key greupi 
Secure initial employer, eosnitnienti 
Designate -n^port aystem nae^ ' 
Prepare ourriGUlum design ^ ■ 
Design student reerultnient proGedures 
Prepare eval|iation design 
Prepare overall oanagement plan 
Prepare final budget and staffing plan 
SeGure planning groi^ approval of. total plan 
SeGure i*diool board approval - 

Gur^ ptate agenQf approval 
latablifih forn^l adviaotV' group 
Select ataff 
Seleot students 
ielectUCi facility 
Orfent new staff 

Begin aigni^ for apeeifie employer sltsii 

Occupy EB^ facility 

Attend training session 

Finalige^ Gurriculusi delivery system 

Bitablish student services ayatem ^ % 

I A ~ ' ^ 

Flnaliie managasient gyatkm 

A 

Obtain/print svpplies , materials, foras 
Begin program 1 ^ 



l^is planning timeline lists key activities in 
preparing tq operate an Eld program* Details 
on activltiea Gan be found In the EBCE 
han&doka developed by NWREL, as referenced on 
ttie following page* InfonBation ^out 
.traininy lesaioni 4s also avall^l&, from NWREL. 
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TIMELINE REFERENCES 

laah EBm han^ook baeki up the general planning timeline 
with details facilitating steps, ai referenced below i 



TIMELirai STEPS \ \ HANDBOOK TITLE- S SICTIC^ 
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3# 5f 15-18 I ^naqement & Orqtoization , 

"Program Planning & Governance" 

6f 13, 14, 28 Management a Organization ^ 

"Program Planning a Gowrnance," 
"Persomiel," "Buainese Management" 



Management a Organisation , 
"C^nuntty Relatione" ~ 



®' Employer/Commimity ^goureaa , 

= \ "Site teoruitment** 

9, 21, 29 Management & Orgaiisation ^ 

"Buainesa Itaia^miht" 

26 Ciarriculum ^ Inatruotion 

11, 20, 27 Student Services 



1^ * E valuation 

1®' 22 Mmaqement a Organization , 

"Persormel" = 
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PROGRAM PLANNING & GOVERNANCE 



Program planning and governance outlines steps to follow in 
deciding if EBCl is for you," tailoring the program to the 
needs of your community, securing necessary approval and 
establishing a polieymking structure that permits EBCE 
decisions to be based on the input of those who directly 
and consciously represent all participants. 



PURPOSES OF THIS DISCUSSION 

1, est^lish a reasonable sequence of events to guide school 
districts in planning, inplementing and governing an EBCE 
program . \ 

2, suggest procedures for community involvement in EBCE planning 

3* encourage active', formaliEed coimnunity invoivement in 
policymaking decisions . , 

4, smranarize operational policies and procedures that an EBCE . 
governing body should consider to manage and ^administer the 
program effectively 



ASSUMPTIONS ABOUT, PLANNINQ & GOVERNANeE FOR EBCE 

New EBCE progrms. should allow adequate planning/ time to clarify 
program goals , organization and operational: policies * 

The time required for planning may vary from site to 'site, but the 
process should proceed in logical steps , recogniEing that some 
decision points take more time tiian others*. ^ 

Iliere is no single set of policy decisions that will automatically - 
ensure the successful development and operation of EBCE, 

Educatiorj, employer, labor and community representatives who are 
active participants the program must have a voice in-ipolicymaking 
to keep the program responsive ^to the needs of participants and 
the community. ^ ' 

To effectively deliver community-=based learning, an EBCE program 
mt^t have its own identity; planners will shape that Mentity as 
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they make decisions regarding how the program will be governed, 
where it will be hopsad and its relationship to other educational 
servioas of the district, 

\ 

THE PEOPLE IN\/OLVED 

Program planning may be initiated by sdiool a^nistrators , teachers 
parents or other menders of a community, Wiataver Its beginnings, 
planning must involve the team efforts of school district decision 
makers and teachers working witii a conmiunity planning group . If 
possible # the individual who is to serve as program a^dnistra tor 
should be involved in planning from the bl^inning. 

Subsequent decision making about program operations should coirtDine 
the policymaking responsibilities of the governln^j bn ^v with the 
^ conpiimitiN^erspectives of an advisory group |. the ifti^na j^^ment talents 
of the procfgraffi administrat or and the perceptions ot thp program 

staff , ' ' ' ^ ' 

/ 

'RELATIONSHIP TO OTHER PROGRAM ELEMENTS 

"Program Pla)^ing Bt Governance"* parallels the timeline on page xiv. 
That timeline ^jbegins, however^ f^Jtar a school hoard has made some 
commitment to program p^L^inning^ v?herea# this sa^':ion begins with a 
few earlier considerfttir^^-r that help to determine if resources 
should, be committed to pj^ogra^ plannihg . / : = 

Ihis section addresses '\fi rvit ■ s tap" xasues that mark the begihning > 
points for ; the total pro-TMm anel th^^r^fore ^Ive yia section a 
special relationship tu all h^nd-i^-/n3cs / 

"Prograiii Plgjining GowrAWj^Qs- * ?o vofern i rjin beginnings of 
many sequences that are ft;^nrai: -s in -t^uu to- ov*?n:iftn-i ^ 
OrganiEatidn sections . For exanpU^. ^ ^ J to dPJiit a budget, ^ 

is mentioned as an es^'ential ele^nenfc in c/.^ ^^imnxng process, but 
the actual factors ttat myst be coiuil l^red in drafting an EBCE 
budget are spelled out ' in "Business Management" and staffing plans ' 
are discussad^in "PerFouiel," Similarly^ "Program Planning^ 
Governance" and "Comsunity I<alation^^"" both deal with'comnunity 
involvement, but froiTi difiarent vantage points— one focusing on 
commmity planning and input .to decision making, the otiier offering 
suggestions for gaining and sustaihing cdmmiinity support, ' , 
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Plmrming s Governance 



Steps to Foltow 



SETTING THE STAGE' FOR-PROGRAM PLANNING 

DetsOTine ganeral schoo]| district interest in 
Emm concepts and applicability for district 

2 I Seek school board c^^nunitinent to IBCE planning 



page 
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BRINGING THE COMMUNITY IN TO PLANNING 



Identify coordinator cf program planning 

Outlinfe sequence of activities for Involving 
community in program planning 

Select and orient community-based planning group 

Survey potential employer/ commimity support and 
available resources for student learning 



13 
15 
17 

21 



COMPLETING THE PLANNip PROCESS 



10 



Consider options ^ for EBCE governance and operation 

Identify state requireinants for operating alternative 
educational programs / 



iraf t ._pLc 



Prepare first draft .^togram budget -and identify 
available resources ^or program.^ funding 

Prepare finar draft of budget and secure planning 
group endorsement of proposed program 



27 



29 



31 



ADOPTING THE PRQGRAM 

Gain formal pro^r^, approval 



11 



12 



■Establish procedures for governing program wifth 
adequate participant representation and input \to 
policym^ing 



J J 



35 



^1 Est^lish policies relating to all aspects of 
program operation 



40 
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Planning S Governance (Item 1) 



Setting the Stage for Program Planning 




Detennine general school district interest in EBCE 
concept and applicability for district 



SCHOOL DISTRICT INVOLVEMENT 



In all but a private school situation, EBCE must be offered through 
or in conjunction with a s^ool district or districts. District 
involvement is essential to provide the program with students and 
the ne cess airy fraT?^nwork and support services for program approval 
and operatidn- 

Initial interest in EBCE may come from school atoinistrators # 
individual school board mentoers or community Mmbera, No' matter 
who first cohsiders the program worth In vcstigfl^ting, school 
distriot decisidn makers must be brought into the planning process, 
the district superintendent, other key staff members (for eKample, 
vocational or 0areer education director, assistant superintendent' 
for curriculum development and high school 'principal) and sdiool 
board Mntoers must bejcome aware of EBCT and interested in its ^ 
potential if program planning is to proceed. 



• APPLICABILITY OF THE .PROGRAM ^ 

'\'-- - 

miB^BS mCB is a^licable for a comi^uni^ or not depends ort three 
basic considerations I \ - ' 

. ■ v ■ ' .\ , ■ ^ ■ 

1' Student need . As distriot adminiBtrators consider ^ 
whether to eonmdt themselves to EBCT planning, they 
should assess learner needs and potential student 
interest in = the .progrMi and consider IBCE in relation 
to existing district programs, They should inspect 
program philosophy, and ^araeteristics and rea^ 
agreement gn what the program could add to tiie 
district in helping to .meet the needs of .all students. 



,2. \ Compatibility with dis'trict 



EBCe's conceptual 



foundation and the basic^ifeatures distinguishing it 
\from otter educational programs (for example^ use of 
^omnunlty resources, inaividua:(,ized and piirsonaliged 



\ 
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inatruetion# ei^eriential learning) should be 
oritically inspected to gauge the Gompatibility of 
Uie progrM! witJi existing school district goals. 

\ , ' '1' : " 

3. ^nuamlty resources ^ Detemiining a ^GOOTniahity 's 
willingness to provide a variety of/ learning 
ea^erienGaa for students will require cpnunimity input 
and OGoupyv the major portion of program' planning 
(see Item 6^ pages 21-23), but di it riot atoinistrators 
can m^e some preliminary, Gorisidered judgmanta about 
the suit^ility of their aoinnuni^ty for su^ a program, 
^ Siey oari^t^e a look at sudi fa^ctora as the community 'a 

opennesa to alternative and innovative educational 
prograM^ diversity of employ era , large and amall^ and 
opportunitiea for varied typ^s of commmiity e^eriehcea, 
, Bie location of smaller coamiunitiea in relation to 
metropolitan areas may also be a factor in ability to 
provide a diversity of 1 earoing es^eriencea . 

Thinking through these factors will help sdhool atoinistrators 
decide if IBOT shddld be investigated furtiier for posaible 
implementation, ais is just ay*' first reading" of the progrmi in 
relation to toe diatrlct. If ttie program seema ^feasible, planning 
should proceed in earnest, aa^outlined on toe pages that follow. 



CROSS-REFERENCES ^ 



The EBCE Progrmm Overvabii^ paoKat prdvldms M initial dlBausBlon of 
has la program conaeptM , ^tilstin^ulshlng featurms and aurrlculum 
elBmBnts to aid deoislpn Aiafcers in their ms&esBJtmnt of program 
appliambillty to phm ddBtrlat. The PvBrview also Inc^udeB a 
aomparlBon of EBCE ,ta(m fev/ selected mducmtional^alternatives f 
directs reader B to the han^ookB for baakground In aj^l asp^ 
tha program and provides a bibliography of refermndBB pertinent 
to Btudent needs , ^ ; .v^, 

The "Currlculmn putaomesj* section of Currlaulim & Instruction , 
pages 5-35/ provides a guide to general program design that can 
hel: administrktors assess compatib.ility with diBtrict goals ^ 
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Seek school board commitment to EBCTI planning 



Program planning should ba preGSdad by some kind of school board 
conttnitMnt that reinforces i^a district's interest in the EBCE 
concept and its potential for the community, ^a school board 
should pi^licly aj^refes its willingness to commit resources to 'a 
formalized investigation of tiie program, ^is comnitment should 
^result from general awareness sf liCE on tte part of district 
adini.nistrators, and It should lead to appointront of a coranunity 
planning group to give the district an indication of potential 
employ er/commimity s import for the program. ^ 

EBOS, could be introduced by the district superintendent at a 
regular school board meeting, ihe fomowing points about the 
program should be emphasized i 

1, tiie broad definition of "careers" encompassed by 

e^cperience-based career education and the comprahensiva 
nature of the progiam 

^ 2. the progrm's compatibility witii state requirements 
. for high school graduation * 

3. the various roles that conmunity mentoers can play in 
^the program , 

■ 4. the learning nature^of the program, as opposed to job 
training 

< >^ ' ■ ' ' ^ ■ ^ ^ ^ / ^ 

5. benefits to program participants— students and 

commmiity mentoers alike „ . ^ . ' 

if school administrators have already identified some opinion 
leaders in the cominunity who support the concept— influential 
parents and represantatives ©f business andjlabor, for instance- 
one or t^Q of these individuals might be asked to ^s^ress thair - 
interest to Qie board/ Remeirtoer, too, ttiat there may be members 
of the public attending the board meeting who are hearing ^out 
EBGE for tiie first time, and board discussion will bonstitute- 
the first general public presentation on tiim program* 



CROSS-REFERENCE ' 



See "Commmity Rmlatloni/' pages 143^147 , for suggestions 
aonaerning Introducing EBCE to the publia^ 



I: 
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HOW IT ALL BEGINS . . . 
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^' ' , Planning s dovernance (Item 3) 



Bringing the Community into Planning 



Identify Goordinator of program planning 




A ^strict coordinat6r of EICT planning should be identified as 
early as possible bq the whole planning process can be carefully 
managad, Ihe odordlnator should have access to the sdiool district 
adndnistratton to keep tire district fully informerf^out planning: 
progress and should serve as a mentoer of the commuhity-based 
planning group tiiat will provide citizen inpua to program 
development (see Item S, pages 17-20). 

Functions of a Coordinator ' \^ 

The coordinator will play a pivotal role as liaison between tee \ 
planning group and school district and as an advocate of the prog rain 
in the eoninunity, ^ere should be a district BBOT planning ' 
coiradtteey as- well as the citizen Sptwal^ grdup, t6 shape : ^ ; 
management and dperational details for 1iie^^ogram--budget, staff ingf 
curridulum^ student recruitment «d ;§ o forth* ' \ t 

Thm coordinator will be responsible^ for combining community and' 
district input. to program planning.. 'This peMon could lead the - 
district EBd OTmmttee and serve as. executive secretazy to the 
commtmity planning group, presenting options for ^4 group to 
consider relative to program development^ preparing agendas^ ^ 'J 
convening meetings, seeing a at- materials are drafted and revised, - 
m^ing arrangements for community contacts and so fortti, ^e r 
coordinator qpuld also be responsibie for seeing that a complete 
and accurate record is:, kept\pf all program planning, ; . ^ * 

^Relationship to| the Program Administrator Rolr^^ T 

ALthough-appMntment of a permanent program ^ a toinistra tor will not - 
be possible until all planning steps have beeri completed and the 
depision has been made- to "go" with, tiie progrin, thp planning 
coordinator might be a logical choice for tiie administrator; having 
gained valuable esqperienee and visibility in the coiranimity through 
toe planning process- School officials should consider this whert 
designating the planning coordinator- Thm coordinator should have 
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\ 



Bn easy rapport with business and l^or laaders in tiie qommmiity 
and possess the leaderghip and management skills that would be 
desi^^le in a program administrator. 



^ CROSS-mFERENCES "- ^ 

Sme pag& 148 of ''Coimunlty Rel&tlons'' for a disausslon of thm 
qualitiBs mnd chmrmotmriBtioB that are genmrally recommended for 
persons who will be represmnting the program in the community^ 

See also "Personnel/' pages ei-GS, for criteria recommnded for the 
program administrator i 




Plmnning s Governance (It^m 4) 




Outline sequance of activities for involving comunity in 
program plsmning 



Suecaesf 111 installation of EBCB dependi on coiMunity interest in the 
progr^ and willingness to support it by promding ^^^eriancas and 
resourcee Jor student learning. Consequently, school board approval 
to operate the program must be preceded by early and continuous 
citdzen involvement in progrmi planning, and tiie pracess of 
involving ^^^ CQTOWdi^ mmt be well-organiMd and ^managed. 



SUGGESTED CHRONOLOGY FOR COMMUhHTY PLANNrNGi 



' Citizen involvement should begiii witti infomal discussions between 
s^ool district officials and selected individuals in. the eonmunity, 
It should then procaed to formation of a ooirmmiity planning group 
OTd nKDra formalized citizen input to planning^ aa follows: 

1* nie Mstrict superintendent and sdiool board appoint 
a planning group cf individuals representing businasa, 
l^or, parants^ studfnta, school district atoinistratprs 
and teasers; the planning group is askad to conduct a 
survey of conmunity support and available resources for 
studant learning and to recc&mmend specific program 
details to tta sAool board, 

s * 

2 . Ihe planing group conducts inf OCTnational meetings 

with varipus^ community groups and asks a grwlng niBrtoer 
of individuals to contribute tteir ideas to program 
planning and to indicate their interest in program 
participation* 

; 3, me planning groLp presants its reqonmiindatlons to tta 
local school board and the board is asked to approve 
the program for operation in the district, 

Blase stai^ are important to the installation of your program. 
Biay aasmie an awareness of the program on the part , of sdiool 
district decision m^ars; ttey also assiane school board commitmant 
to progrMi planing* 

Timing of Steps In the Planning- Process 

Coimnunity input to pi;ograin planning should be timed to cbincida 
with othar critical steps in tha planning prooeas (see the timeline 
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on paga xiv) . For example, planning group rGconmandations and the 
final board decision to inplament the program should. pro cede 
district budget planning, whidi usually occurs in Moventoer or : 
Decentoer. S^ool paople should also ba developing proposed program 
detaila~curriculum design, staffing, plan, student recruitment 
procedures, overall management plan and so forai — while the 
planning group is surveyinf community interest in the program. 



CROSS-REFERENCB 



Although the abova ahronology reprBSmnts one interpretation of ho^ 
a conmunity might ba involved in progrmm .planning, it has been 
based on the oxperiences of (CB) or recommendations stemming from 
those axperiences, and parallels subsegueut itenB" In "Program 
Planning s Governance." See Items 5 and 6, pages 17-2 3, /and Item 
11, page 33, for details on carrying out this suggested chronology. 
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.Select and orient bonrnimiity --based planning group 



A community pianning group should be appointed by the superintendent 
or sohool board to survey commtoity interest in EBCE and recoimvend 
basie program details. 

You need to involve donmunity representatives in setting up an EBCE 
program because the success of toe progrMi depends on its " 
responsiveness to local needs aid the availability of corontmity 
resources J employers md employees, work settings, equipment and 
materials, aese resources can be accessed best by those who are 
actively involved in tiie community — who represent the human 
resources upon whic^ tiie program will depend* 

A planning group can tap the opinions^ views ^ values and desires 
of the groups it represents; it is also a visible and somewhat 
formal means for doing so. It gets the inforaiation you need and 
helps people see that you value and want conmiunlty input, ^e 
planning group essentially becomes Oim backbone of future program 
operations and is your most direct mgans of assiiring that your 
EBC2 program will reflect the thinking of your comnmiity. 



PLANNING GROUP MEMBERSHIP 

The planning group should be broadly representative of the community 
and those who would be involved in ElCE—business / l^or, parents, 
students and the school district. It should include selected 
commTOity leaders and key people Srom major businesses in the 
coinmunity--large companies, for example, toat enconpass diverse 
occupations and city or county service agencies and administrative 
offices* It should also include Uie s^ool district's EBCT 
planning eoor^iator, who might serve as eKecutive secretary to 
the group (see Item 3, page 13), 

Planning group mentoership should ha weighted in favor of working 
adults in the community, Iboth managenent and l^or, who have 
individual potential for providing sites for student learning and 
identifying adcUtlDnal sf^s. Business representatives on the 
(CT)2 planning group, for example/ composed 75 percent of the total 
menfaership. Within this general category, large and small concerns, 
several types of businesses and public service agencies were 
represented. 
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Qi^acteristics should be determined for toe individuals who will 
be askad to serve on the group. Should those individuals be highly 
visible leaders in the conrounity who can bring Uie program into 
the spotlight and influence people to support it? Should they 
represent various conmiunity special interests? Should tiiey be 
individuals in the coTOnunity who are interested in educational 
alternatives and in making .them a reality? 

Membership on your planning group will prob^ly include a 
combination of all the ^ove. ^Hie fact that people "wear TOre 
than one hat*' in their, civic life—that art employer can also be an 
opinion leader in tte conununity/ for eK^ple, or .tiiat a parent can 
also represent a group su^ as the Oiamber of Commerce--can help 
you achieve a broad representation of vie^oints without having too 
many members on tiie group, . 

Ihe (CE)2 planning group ranged in size from 15 to 20. It included 
employers in insurance, banking, mmufacturing, retail sales and the 
TOdical profession; representatives of city government, the Oiantoer 
of Coimtierce, labor, the school district and a nei^oring commmiity 
college; and parent and student representatives. 



; IDENTIFYING INDIVIDUALS FOR THE GROUP 



Citizens to help plan IBCE may be identified in many ways— through 
personal referrals, business directories, the mentoerships of 
business, professional and service organisations and so forth,* 
School board mentoers, themselves active coimnunity participants,^ / 
should be able to recommend key people. School atolnistrators, tbo, 
will have valu^le contacts through their mentoerships in civic and 
service orgmizations. In addition, persons who have retired from 
business and labor and remained active in conmiunity life may have 
both time and invalu^le e^^erience to offer to program planning. 

Labor offices can reconroend individuals for the planking group, and 
so CM your local Oiaiitoer of Comne rce office.^ In Oregon, Associated 
Oregon Industries has invited superintendents to contact them for 
names of people in their own bi^iness conmimiity who Would like to 
participate in citizens' adviso^ cOTOiitteee or serve as community 
resources in career-^relateds|3rograM* <Contact Ivan Congleton, 
1149 Court Street NE, Salem, Oregon 97301i telephone 588-0050), . 

(CE)2 planners asked the Tigard s^ool superintendent to recoiranend 
key business, l^or and coOTnunity r^ntoers to form t^e nucleus of a 
planning group. The state superintendent of pi^lic instruction was 
also asksd to suggest the namsF of leaders in management, labor and 
education who migfit aid in EBC jvelopment* In addition to word- 
of-mouth referrals, (CI) 2 planriers considered the internal 
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organization of the Ci^ of Jigard and tiie lines of interaction 
between the mayor, city council and city atoinistration to determine 
key contacts in city .government. 



Contacting and Organizing Group Members 

Candidates for the planning groi^ should be contaGted and tiieir 
agreement to serve secured before pLtolic announceMnt of their 
appointment is made* Thm sdiool board's or superintendent's charge 
to the group should inalude a clear eKplanation of the group's 
functions, and appoinl^ant of the group should be a matter of 
public record. The group should then be convened to select its own 
officers, and a recorder and executive secretary should be 
identified. ' 



WHAT THE PLANNING GROUP CAN DO 



The commmiity planning group should be given a specific role in . ' 
investigating the program for the district. MentoeM could be 
appointed as lay resear^era and consultants who report back to the 
board or superintendent ttie information on which decision m^ing 
will be^ based. Ihey could become the school board's "right hand" 
in planning- virtually all aspects of the program and adx^sing the 
board on policias for its operation, mey mght be asked to help 
est^lish liaison with the copraunity and it^. conatituents and map 
out rtrategies for developing ' the initial employer network* 

Agendas for the group's meetings could consist of raising and 
answering legal and govemmce questions and programnatic issuea 
and planning strategies for es^anding and strengthening i±im 
conmtunity resource base for the program. 'The planning group could 
also study related aspects of program planning, such as location 
of the progrMi's learning center (see options in Appendix A and 
also pages 1|1-128) arid student transportation needs (see page 129), 

Ihe planning group can play a major role in convincing local f 
district taxpayers, parents and students Uiat EBCT would be a 
valu^le alternative for students in toe district, Altoough the 
group's statad task may be to survey comnimity aupport^ the kinds 
of meetings it holds ^ presentations it makmm and community input 
it seeks will actually serve tp generate aupport, and menbersof 
the planning group should be awf.re of their influence on future 
progr^ implementation. 

\ 
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Role of the (CE)2 Planning Group 

mm (CE}2 planning group was involved in developing all aspects of 
toe progrM until it became a legal entity and a board of directors 
was created — nlso with planning group assistance— to assuro full 
program control, i^ie planning group's racoirwendations* impacted 
eve:^ aspect of the program, from its curriculum to the policies 
regarding student activities at employer/conmunity sites. The grouj 
surveyed toe community regardirig logistics, facilities^ learning 
settings and cdiraiunity attitudes and values so the EBCT TOdel could 
be "Ipcaliaad'V and adapted effectively. It helped to determne the 
actual configuratioh of the pilot model aftd to identify strategies 
for implamentation. ~ / ' 
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Planning a Governm.^ (Item 6) 



_ _ K 
Survey potential en^loyer/ community support and available 
resources for student learning 



One of the most inportant steps in deciding if EBffl is suitable for 
your community is to ask commimity members directly how toey feel 
about the concept and whether they would be willing to support it 
by participating in student learning/ The planning group should 
survey a representative nun^er of employers and citizens to 
determine whetiier tiie cosmiimity generally supports the notion of 
a3<pariance-based career education and is willing to try it. 

It should be noted that tiiis survey is not recruitment of employers 
and commmity resource persons in the formal sense, even though 
some of these same persons may eventually be among ttose who will 
want to provide student learning* Ihe survey of employer and 
community people and sites is intended rather to elicit general 
indications of ' 

1, support of the IBCT concept from key coirtmunity groups 
representing both labor and management 

2* availability and potential coimnitment of adequate 
rommunity resources to acconmiodate the anticipated 
niflnber of students in the program " _ 

3. community accaptance of atudent educational 
activities occurring daily outside the sdibol 
buildihg 

\ ■ . ' ^ 

Ihe extent and nature of these indications will fom the essential 
backgroimd against which detailed operational^ policies will be 
writteii. Discussions of tiie program witt individuals will help to 
foster corniimity understMding that learning experiences, not job 
skill training/ are the essential and primary reason for iise of 
en^loyer and coiranunity sites, toat students in tte program will 
not be paid for their actimties on learning sites and that 
employers and community resource people will have access to program- 
sponsored orientation and development sessions* 



IDENTIFYING INDIVIDUALS AND GROUPS 

, \ 

Personal reconmendations are always a good starting point in 
identifying individuals to contact. (CE)2 planning g^oup mentoers 
began by si^gesting their own acquaintances in the comnmity. 




EKLC 



31 



'MMAGBmNT & ORGMIZKTXON 



Thmy referred also to tiie list of names compiled by the 
su^rintendent of sdiools diiring planning group fomation, tiie 
nanes of individuals who had expressed interest in toe program 
following earlier presentations to local business and labor 
organizations and suggestions from the manager of the Chanber of 
CoiroerGe. Through tiiese sources— suggestions from comimity 
mentoers tiieiteelves—planners were able to identify, contact and 
interview well over 100 business and comiimity representatives. 

City business license bureaus can" provide tte names and addresses 
of all individuals or groups regis tered to do business in a 
conununi^. T^e local OiaBtoer of Commirce/ on the other hand, can 
usually provide not only a directory of local businesses' but also 
more personalized informtion from officials who are familiar wito 
GonmuniQr employers md the particulars of their operations* in 
larger metropQlitan SLxmam, fornalized directory services (Contacts 
Influenti&l, for ex^ple) are avail^le, TOese sourpes list firms 
and personnel in the area alph^etically in various ways=--by firm 
name, kind of business^ the names of key executives and so forth/ 

Among the individuals identified for planning group contact might 
be editors, pi^lishers and managers of radio and television 
stations in the coiraiunity. ttiese individuals are often opinion 
leaders mnd could lend valuabla assistance to program planning and 
implementation. 



Coninunlty Organizations, Students, Parents and Teachers 

Key groups for presentations include business, professional and 
service organizations such as 'Se local aantoer of Conmierce, boards 
of trade/ Itotary, Kiwanis and Lions, Groups sudi as tiiese can 
provide ihfluenti^il support on specific issues and many maintain 
standing conEtiittees on education* L^or unions also have a high 
stake in good p^lic education and are valuable allies. 

I^ftile tte planning group's si^vey is primarily to get an early 
reading of toe potential enployer/communlty support for mm and 
availability of learning sites, a seconda^ effect can be to 
garner general program support from groups with special interest 
in education. Planning group contacts should include introductory 
presentations to grot^s such as local teadier organisations and ^ 
high sdiTOl students, parents and staff. A&dnistrators of other 
coEmunity-based and career education programs in the district 
should be contacted, too, to help generate an mderstanding of mm 
and a spirit of cooperation in meeting the nee^ of all students* 
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GAINING AN INDIWTION OF SUPPORT 

After identifying key progrMi * contacts / the planning group and 
coordinator should arrange individual or group Metings witii these 
"otters" to estimate how interested the co^unity would be in EB^. 
These early discussions allw program planners to ask individuals 
how they feel about program excepts, listen to toe reactions, 
comMnts and qitestions of conmiunity mentoers and ascertain if they 
would be willing to support the program, %ey also allow progrm 
planners to 

1, seek the names of additional people including conpany 
supervisors who can be contacted for actual employer 
site recruitment ^ - 

2, seek s\^ggestions for program implementation—ways they 
perceive the program working in tiie conmunity 

3, let individuals know hqw they can be activeiy involved 
' in program planning 

Involving Prograjn Supporters 

People interested in the program peed a clear imderatanding of the 
next stepa in progrMi planning and how they ridght be involTOd, 
Program representatives could provide individuals with a died^list 
or postcard on whidiNthey can indi^^ate ttieir interest in sudi things 
as being on a mailing list for materials on progrmi progress or 
their Willingness to contact others in the comnunity to encourage 
suppor;t for EBCE or participate as an enployar. site. Bie EBCT 
^lann^ng coordinator should have a good system for recorcUng 
commimity survey efforts so that contacts and expressions of interest 
can be retrieved when tiie program begins formal site recrm^tment. 



— CROlW^REFERENCEB - ^ 

"Comnunity Rmlatiom/' page 151, offers Muggmstionm for Introdualng 
the progrmm to kmy aoimunity indlvidmls' and groups^ 

"Bite Rmcrmmmnt'* in Employer/Commmity RemourceB provides 
information on ho^ the informal conmunity Burvey of interest oan 
lead to aatu&l Immrmng site recruitment. Pages 16 and 52 suggest 
prooedures for drawing on the records of the conmunity murvey to 
begin site recrmtment, and pages IB-SS offer suggestions for 
estimating the flunier of learning sites needed for ea^ student in 
your program, - 



23^ 



9 ^: 



Plmnning s Gomrnmm (Item 7) 



Completing the Planning Process 




^ Considec options for EBCE go^rnance and oparation 



teBCE programs shouia have a strong identity within their coOTnuniti 
to function effectively as connnunity-based learning es^ariences^ 
and the dioicaa that are made regarding governance and operational 
framawork will be major factors in datemining program identity. 
EBCE planners should considar how thay want their program to be 
viewed~that is^ how separate or how mudi a part the ragular 
district program it will be. In shaping this identity, they will 
be making dioicas in.ttree major areas i ' / 

/ 

1, Qjvernanca , Thm governing structure ifus^ guar;antee 
citizen/participant input to policies and deatsions. 
Depending on its structure , ttia prograAii could be 
governed bv thm local school board, with the 
assistai— of an mm advisory board, or it could be 
governed by its own separata board of directors, 
similar to ((3)2. There are otiier options as well, 
such as. operating the prograni as a consortium among 
several disttiets or tmder tte direction a/f a coimty 
educational agency, or establishing tJia program as a 

. privat^ sc^o^ operated by a consortiun or corporation 
independant«f any school district. 

/ ■ 

2. Program , ^e program should be identifi^le as a 
unique educational offering Meting specific student 
needs. Thm one degree of separatenesa essential to 
EBCE is ^^a fact that learning is delivered in and 
through the conmunity rather than in a classroom. 
With that basic concept as a given, program planners 
can decide to offer -^e educational services of EBCE 
as part of a district's regular program or as an. 
alternatiw to the ragular program. Thm cdioice is 
primarily a natter of district praferance within the 
parOTietars of state regulations for educational 
programs (see the following Item 8) . 

3u Facility , iha program could ba housed on an existing 
high school c^pus or it could be housed in a separate 
facility in the oommmity* Planners should be aware 
that location of the learning center will have an impact 
on student transportation needs (sea page 129) and also 
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on coramunity percaptions of the program (see pages 
124-125 and ISO) . 



CROSS-REFERENCES 



Appendix A of term a brief mnklysim of mo options for the govmrnmnce 
of m EBCE progrmm-'Operation by a school ^omrd md opBrmtion as a 
privmte nonprofit mrporation—Mnd the related issues of locating 
tta program's learning center on aampm or in the community. 

_ i 

Item 12, pages 35^39, gives details for governing the progrmm by 
the loaml school board, with an EBCE adviBory group. It also 
describes the (CE) ^ mdel—operation of the program as a private, 
nonprofit corporation with its own board of directors. 
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Identic state requirements for operating alternative 
educational prograns 



STATE-LEVEL PROGRAM APPROVAL 



State departments of education generally allow distriets latitude 
in determining educational alternatives ttat meet minini™ standards 
for high school graduation. Program planners should contact state 
education officials concerned witti accreditation for help in 
determning the guideiines that alternative program must meet 
within their state, ihese guidelines will relate primarily to 

curriculim and attendances 

t 

^ 1. Ihe mm Gurricui™ must either meet minimal standards 
for high school gradi^tion or be adopted as an 
alternative to those standards. 

2. The program will have to comply with state requirements 
for student attendance or receive a special waiter in 
this area^ depending on the state's provisions for 
' interpreting student leading activities at conmiunity 
sites in tems of attendance reqmrements . (It should 
be noted that:^EBCT has very specific student 
accountability standards and guidelines regarding how 
students spend their time at learning sites; the progrMi 
alio has detailed procedures for recording attendance . ) 

Ihere will also be teacher certification requiremants and 
operational standards applic^le to your program. 

Examples of State Requirements 

In Oregon, (m)^ originally qualified for state approval under 
a provision for pilot or experlMntal progran^. ihat approval 
was appropriate during the program's developmental stages, but 
newly ^instituted state requirements for graduation now allow 
districts many alternatives in designing local progrMS, including 
granting creMt on the basis of demonstrated competence and 
providing for off^canpus stu^. mm programs can now be adopted 
by Oregon district as alternatives within their standard school 
progpfflfis, 

IBCE sites in other states have encountered virtually no difficulty 
m meeting state graduation requirements, in Washington, for 
exMple, state board regulations allow local waiver of all but the 
U.S. History reqi^reraent when an alternative learning ei^erlence is 



do 



27 



MANAGEMENT S ORGANIZATION 



provided. For mm, this ineans that districts would file plans 
stating how students will meet the U.S. History re^uirenient if 
they have not met it prior to entering the program. 

In regard to student attendance, Mashington sites must have i 
written program plan for ea^ student on file with their school 
district. Thm plan includes objaetives, major teadiing and 
learning activities, a schedule for coapletion of these activities 
ojid a description of how off-cai^us experience will be superviaed, 
evaluated and recorded by certificated staff. 



LEGAL ISSUES 



Sd-iool distrii. adopting EBCE are finding that existing provisions 
cover the legal needs of the program or can readily meet these needs 
once they are identified (providing liability coverage for students,' 
school, governing board and participating employers, for exanple) . 

Ihe (CE)2 planning group had the assistance of an attorney to answer 
legal ques tionsr and help with formation of the corporation. As 
development of (CE)2 continued, a systematic effort was begun to 
identify legal issues relating to the program and ways to deal with 
them, ihis effort resulted in a manual (see Appendix B) to help 
administrators in Oregon scdiool districts inplement the model. 

Ihe manual is not a "do-it-yourself" law course but is designed as 
a guide for school administrators to help identify legal 
requirements. Although specific to Oregon, it should be read by 
administrators in other states as well to gain an understanding of 
the legal questions that may be involved. Variations from one site 
to another will naturally require modification of the procedures 
and sanple contracts presented, and districts are urged to seek 
legal assistance in inte^reting the requirenwnts of their own 
prograns . 



CROSS-mFERENCES 



In addition to the dmtailmd legal considerations ontllnmd in 
Appendix B, readmrs may rmfer to "Buslnmss Hanagmment," pagms 116-117 
for information on the liability coverage astablished for the (CE) ^ ' 
oorporation and program participants. - 

ProcadurmB for recording student attendance are axplainmd in 
"Student Racords," Student Sermems , Itmm n. 
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Plmiming s Govmrnmnce (Item 9) 




Prepare first draft program budget and identify available 
resources for prograin funding 



School distriicts should ex^ne toeir own resources to see. if the 
program can bfe supported witt .existing monies. Many new sites are 
finding that they can begin the program with the resourcss at hand. 
EBCE operating coats are comparable to otter educational programs i 
the critical faetor is toe district* s willingness to reallocate 
ftmds to make room for the progrMi* ^ 

A tentative prdgram budget may be projeoted on t±e basis of seven 
major items i 

number of students the program will serve 

2, nmifcer of staff necessary to support them 

3. compensation for staff 
4* facilitlGS needed 

5* transportation 

6* ^speBi#l learning materials and equipment 

7. insurance coverage for program and participants 

If districts need supple^ntary funding to operate the program/' or 
if the program will be Q|>erated similarly to (05)2 and require a 
separate funding base, planners should investigate some of the 
following resotirces : ; 

1. private fouhdation funds (for exanple, Danfortii,. 
Kellogg, Ford, Mott/ E,C, Brown Trust, Kettering) 

2. state department of education resources— ^possibilities 
au^ as career education grants, reintoursement for 
student transportation, federal grants trough the 
state to exeflpla^ programs 

3. contractual arrangements with other districts for tiie 
education ee^iees of tiie program, perhaps including 
tuition for nonresident students, area education 
district re^^iitourserent for servicei md so forth 

4. federal funds a^llable through local districts for 
students ^enrolled in state-- approved prograB^ 
(occupational, vocational or career education, for exanple) 

i = 
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■ ^. . . . . • i 

^5. "disadvantaged" and "handicapped" moniea earmarkid 
imder the Vocational Education Act asaentially £ot^ 
\ "preparation" (vocational) pxagrmm for tiia 

handieaj^ed 

6, ESEA Title III fun^ for lurther de^/elopment of e one 
?v innoTOtive aspect of yoitt^ program (tor akan^le, the 

^ leamilng^jrtianager concspt^ a new kind of "comsalor^'\ 
a' leaming-sita diyaloper) 

7* privat€u^(mids derived toTOU^i a consortium or 
- oorporation . goveming and operating Lthe program 
Independently fr^ a sciiool district 

aare be o&er potential sourcea of fmding, aa wall, Kiaaa 
are only suggestiona to stimulate y9ur thinking. . 



: - / ^ - ,- - . CROBS-EEFEEENCEB — - - 

Pagem 96^99 of "BumlmBm Mmn^gmment^l present a aBtmiled mnalymlB 
of Bprnaiml bud^ conEideratimB £©jp ebCB progrmm. inBurmn^ 
nmmdB for EBCE Arm diBommmd on pmg^B 115-117, mm wall, ^ 

"Peraoiinei^"^gras a^d,3l?«60, for awis^oe in 

dmt€mining a &t^fflng pattern and mwtiimtlng nmrJber of BtMff 
nee^d for your program^ Page 72 premmntB Bom Bmlary 
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Plmnlnw s Govmrnanae (Item 10) 




Prepare final draft of budget and secure planning group 
endorsement of proposed program 



Planning for your EBCT program should be proceeding on two leva Is , 
eurveying community interest and support and^ at the same time ^ 
woj^ing otit detai:le concerning program management and operation" 
budgeting, curriculum pi toning^ staffing^ student recruitment and 
so forth (see the timeline on page xiv) . 

Wien toe planning group assures itself that coimnunity interest is 
sufficient to support tte prograka and when financial resources have 
been identified and progrMi details outlined^ tiie program is well- 
defined enough to be ratified by the planning group and presented 
to the s^ool board for approval. 



CROSS-^mFEMENCE 



See Item 3, page 13, rmgmrding tfte role tte planning oQordlnmtor 
should play in imnaging the plarming proamss and confining 
aonmtmity and b^qoI distriat input. 



4, 1^ 
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Plmning s Govmrnanae (item 11) 

Adopting the Program 

Gain fo«nal program approval 



SCt^OL BOARD APPROVAL 



EBCE can be added to a sdiool dlstriot'e Gurrieialuin with ox withrnt 
fanfafe; the program oan be approved by a diatrict according to thm 
prooedurea used for any nw inetruGtional effort. It ia i^rtant 
to consider, however, that mm a aommunity-based program it should 
be estktli^ed on a firm base of oiti^en mderstanding and aupport* 
Distriots will have SLained oitiien input to prpgfMi planning trough 
the activities of the planning group, and this oitinen input should 
be pi^licly acknowledged mm pufi of toe foundation upon whldi the .. 
mOiOol board make^ its deoieion to. offer the program to students. * 

There are various ways in whidi this citiEen input oan be shared 
with tiie publio, Hie planning group oould draft a report of its 
ae tiyi ties for ^e schocA, board, togattier with pr^osad progr^ 
details and a recoamiendftion for board adoption. This report 
could^be presented at a ^regid.ar board mee^pg by tiie s^erintendent 
pid one or to^o oitizen representatives of &e planning group/ Ohe 
pull report oould be ayailable to interested aonmunity nenbers on 
tequest and a smtimary of the planning group's major points and 
Ireconroendations distributed to oitiEens attending the sdiool board 
maetinf . ' 

\ ^ 1 "\- . . - : . 

If a resolution is drafted, for board approval of tiie program, the 
r^^solution oould include appointt^nt of toe program administrator 
anc2 establishment of an advisory group representing program 
participants (see toe following Item 12) / 

Tigard School Board Adoption of {CE)2 

Bie Tigard s^ool bo^rd fo«nally approved toe (CE)^ model at a 
regiaar board meeting, folld^ing approximately toree montos of 
program planning. Him program was approved oh a pilot basis, for toe ^ 
ensuing school yeari contingent on approval ty toe Oregon Board of 
Eduoation. Ohe foMial resolution, tananlirously adopted by board 
menbers, made reference to toe governance structure under whito toe 
program would be operated and toe iiasic relationship of toe Tigard 
district to the program. * 
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Presentation, of tiie - (CE) 2 proposal to Tigard board was made 
witii acGompanying transparencies to illustrate (a) ei^arienca and / 
learning activities for tlie treical IBCE student^ (b) the program's/ 
approaoh to stu^ in a specific area— "physics was used as an 
exanpie— and (c) program reqmrements and ^eir correlation with/ 
state standards for high sdhool graduation. 



STATE APPROVAL 



In- most cases, districts will not nee/l formalized state approval to 
adopt EBCl as part of their GUrricul^ (see Item 8, j^age 27) , but 
\^stricts may wish to aonfer infoCTially with state /Officials to 
analyze the program in relation ^ minimm state requirements for 
high school graduation. School pfficials will naturally \mnt to 
assure theMelyes that students/will not be jeopardising their 
educational standing by participating in EBCTr-tiiat the students 
will be ^le to obtaip credentials from tiie program that are 
cred^le and trmsferable and receive standard high school diplomas 
when completing the prograni* 



In Oregon^ EBm presents an alternative jponflstent with the intent 
of the state's graduation reqmrementa Md can be offered by 
diatricta as an alternative within their standard high s^ool 
curriculum* (to analyaia of the {m)2 curridulvm in relation to 
Oregon's graduation reqtdrements /is availg^le on request from 
NWraLj other states should find similar coBpat^ility of the 
program with state standards. • 



r1 ^ 
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Est^iish procedurei for goveitiing program with adequate 
pMtipipant rapreseatation and input to polioymaking 

SCHOOL BOARD/ADVISORY GROUP GOVERNANCE 

If your program will be govarned by tiia looml a^ool board, the 
board should aatablleh a aomnunity^baaed advlioiy groi^j 
repreaanting program parti oip^ta mnA the eonm\mlty-at-large^ to 
aaaist the board in jEBCE poli^maklng and govemarioe, mm advlaory 
group would halp si^tain enployer/eonrounity eupport for tha program 
and enewe that tha program ramalne responsive to ttie needs of all 
partioipants - 

The P"*ogr^ planning group might aimply ba reappointed by the board 
aa Me advisory groT^, at least at the beginning of progrMi 
Qparationa-, iheraafter^ nominationa for^ toe group mig^t be received 
from tha different eatagorles of program par^eipanta-^studente^ 
parants, ataffr labor, enployers, school diatriot. One basio 
standard for ad^sory group matoerthip should brn^ oommtmint to tha 
mm eonoept and to toe p^ssibilitlaa for adapting tha oonoept to 
toa specific needs of your oommimi^. ^ 

Bie group stauld raprasent all jpartioipants but with menibarship 
weighted in favor of toe oonpmi^ resources upon Whldh EBOB dapends 
' for its studant learolngr busineaa|. and labor should be involved aa 
fully as poaalble in program deoiafipn making. For example, 
raaiBberahip could consist of aisc empioyers^ three labor 
reprgMntatiyas , two paranta, one StMent, one repreaentattve of 
the oomnuni^-at-large, one staff BteB^r and one sdiool diatriat 
repreaantativa. There co^d be many ytr^ationa to toia^^ toe point 
ia to give partieipants an actlva wiee ifrgovernmoa of tha 
program, ' ■ ^ 



Advisory Group Guidelines 

If .toe sdiool board eat^liahea an IBCT adviaoiy group, it should 
adopt a set of rules or guidelines covering toe group 'a 
rasponsibllitias and ralation to toa school board. Sudh guidelines 
could include toa following i 

1. membera and menfcarahip definition, alectiott, "powers , 
duties and proced^as for termination of ment^rship 

2. meatinga (regular, annual, special), :notiea. 
raqtd.rementa for meetings arid quorimi raqmrements 
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3* ^Btedtteea, if neaassary 

4; provisiotig for parlianenta^ prooedurM and re^rting 
^to ttie sehooi boara. 

■ , \ ■ ' , . , . . r^... ■ ■ ' 

GOVEWNANCE SEPARATE FROM THE SCHOOL 'DISTW 
The (dE)2 ^stim of GovernaRci 

nie (01)2 TOdel was intended from tiia beginning to ba governed by 
a coneortiOT of employer and Gommurii^ raprasentatives. iha Im) 
\mmnB o£ doing «iis was to fonn a privata, nonprofit coiporation, 
draft bylawk and eptablieh a working agreepent witii the Tigard 
School District. . 

. s ' ' 

Thm original (CE)2 board cqnsieted of the following represantativi 

1* one n^Rtoer-^at-large (a paridn active in civic life) 

2* si3c employers (executives from manufacturing jf insurance, 
banXlng and retail ealas and all from fiCTia that w%i# 
actively providing laaming gitae for the prW^ sm) 

.3. one labor rapresentativa (a state labor offioiali tiia 
nitftoer has sinpe baen incraased to torea to provide 
local and regional represantation as well) 

4* one parent (since increased to two to repra.^ent LotJi 
returning and naw students) 

5* one student 

6. one school dtswlct reprasentativa (since Increasad to 
two) 

Bie program is how govarnad by a fifteen-perion b^^d of 
diractors'^six eis^loyars , . tiiree l^or r^rasantattMis, two 
paren^, one mentoer-at-larga, one student and^ school district 
reprasentatiws * ' 

Forming a jDorporatlon 

Incorporation is a complaK procass and should ba undertaken only 
with -Uia asaistanea of an attorney who imdarstands program goals, 
era) 2 Plmners retained an attoitiey during tiia ve^ aarly stages 
of planning to lead tiiair research on tha issues and procedures 
for inc^o^pration, fflia Attorney suggested ttiat a nonprofit 



JPlmnnlng s Govermnae (Item 12) 



corporation would be the nos^t es^edient legal struGture in Oregon 
ana thmt bylawi would be highly ddvantageous* A board of directori 
whose mentoerahlp could be elected or appointed would have deciilon 
waking jurisdiction and legal reeponsibility. Thm planning group 
voted to accept the attorney's recoimnandations and a special 
TOiranitted was appointed to work with him during July and August 
1972 in toafting bylaws and Articlei of Incorporation, 

Articles of IncorTCration were drafted by the attorney and task 
fo^ce members ^ appVowd by the newly formed board and filed with 
the office of toe cq^ration conmiseioner of the State of Oregon 
on August 19, 1972, on whi^ date the prograin became a legal ' 
entity. 

Because o£ its separateness from the school district, forming the 
coiporation served several important legal «id other pumoses for 
(CE) 2 by - . 

1, limiting toe li^ility of toe individu|Lls involved 
in the, progran for purpDses of debt collection and 
otoer damage actions 

2, enabling the program to qualify for federal tax 
exemption by toe Inteimal Revenue Service as a 
nonprofit agen^ 

3* clearly fixing legal responsibiiity for toe well-being 
of individuals involVed--staff , students and community 
participants 

^ ' \ / ■ ' 

4, allowing for toe orderly disbursement of assets, if 
necassa^ 

5* assuring skeptics and swppdrters alike of toe 
st^ility and acceptability of the progr^ 

6. giving toe program a base , upon whito to apply for 
fimds, lease a facility and seek educational 
certification ^ 

Drafting bylaws allowed toe pro^wi to specify escplicit corporation 
operating condition's* We bylaws helped (CE) clarify certain legal 
issues, such as toe legitimacy of having a student rapresentative" 
a minor--serve on the board wito full voting privileges; The 
^^bylaws also foCT^lly assi^^d responiibility for managing and 
/operating the program to toe progran administrator and est^lished 
the medianism for m^ing poli^ decisions torough the corporate 
board of directors. 
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CLARmiNG PROGRAM/DISTRICT RELATIONSHIPS 



(Cl)2 establiahea a written wprking agreeTCnt witt the Tigard 
SchTOl Disteict to clarify t^.pragr:aun«a toIs an ^r^^ tp^^e 
dlatrlot* 'mim was condltionad by tiie separate governing and 
operating atruoture for thm .(CI) 2 niQdel, but programs operated 
by a sehool district will alio benefit from SOTie form of written 
"set of understmdings" regar^ng the woAing relationships be^een 
EBCE, otiier district programs the distriat as a whole* Budti an 
agreement will help all parties imderatand mny differaricea in 
procaduras for EBm students. * 



The (_CE ) 2/Ti gard Agreemen t / 

It was midaratood at tha outset that the Tigard School District 
would jprovide studenta for tiie IBCT program and that the BBCT \ 
progron would promda educational services for those students, 
Mia fine points of this basic wderatanding were spelled out in- an. 
Informal worJein^ agreartent ttiat was developed bato#ean tiie two 
parti^ea during |GE) 2 's first program year. (CE) 2 requests yearly 
approval by tha/Tigard sdiool board of this program/sdiool district 
agraemant, «ie /program also requests annual .i^ool board approval 
of the (CT)2 cutricul™. 



Thm (CT)2/Tig^d Sdiool Mstrict agreement foeuses on ^& welfare 
ofi studants to^ ba served by COT) ^ , outlining 

- atatb-a^proved educational services they will raceive 

\ 

• proeedia-as for maeting various state requirements 
relating to student transfer and readniaslonf 
attandanca and graduation/ 



3, procedurea to insure and protect students aacording 
to all legal requiremants 

^vea^|nce procedures for {m)^ are detailed and responsibilities 
of the;j^sdiool.y district and (CE) 3 outlined in relation to 

^S^^^^l^ Mri^ces, including studant selaction/ 
tsAer enrolled, raad^,ttance to school district, ^ . 
cor^.^ and attandance/ transportation # - 
raeturricular activities 




parsonnel 



iculum 



school diploma and gradt^tion 
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5* r^porte on stident progress 
6. BdhQi^l year ealendar 
?• distrid^ reintourseinent to the program 

■ : , / \ ■ . . . _ ■ ■ 

8* publio relatione 

' \ ' y ' ' . ■ ^ ] 

Ad^t|qn of the wo«Kir^ agreement followed by siAittotiai 
interifotion befe^een s^ool district and (CI) 2 staff to develop 
procedures for qarrying out ttie agreement, Bie W.gard 
superintendent deeignatad a regular liaison person from Uie 
distriet to work with (m)2 on su^ matters as student trMefer^ 
graduation Md aMangemants for using Tigard i^ool Distrigt _ 
transportation for (m 2 students. Bie (CT)^ P^grra adndniat^ator^ 
Tigard Hx^A Sdiooi prinoipal and srfiool district liaison person 
developed pfoc«dures to be folld^ed for students seeking — 
roadmittanae to the high sohool or leaving (ct) 2 and not returning 
to h3.gh school. Details oonaerning tte exdiMge of student records 
were worked put by the (CT)^ pTOgram administrator, student 
coordinator and Tigard Hi^ School 'bomselors. 



_ CmSS^mFBRBNCES - - - — 

Althoi^h bylawm would bm unigue to emoh progimm and itm nemds, the 
(CE) 2 bylaws and macompanging explmnatoiy notes arm displayed in 
Appendix c as a model q£ the "operatdnff guidelines" of a privatk 
aorporation. These ^bylaws may also provide useful information 
for EBC^jaogram operated within a school district. ^ 

The working^ agreemnt between (CB) g and the Tigard School District 
is reprinted\ln Appendix D, 
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Establish policies relating toNall aspects of program 
operation 



Once operational , tiie program's policymaking boW functions within 
^ an aaknowladged framework to determne tte dirac^on tiie program 
will take* Ihis frMiework consists generally of 



1. 



legal requirements for an alternative educational 
program with' a partiGular structure 



2. parameters resulting from t^e pMgrain's aoncepttiial 
and philosophical base 

3* the program's own rules for governing itself 

For (o:) 2 specifically, policies were established witiiin the' 
requirements of the local conrniunity's concern for a viabla 
educational program, the agreement wiUi the cooperating school 
district, the subcontract witt "nHML and provisions of the Oregon 
Board of Education, as well as the' (m)2 byUws and other legal 
constraints described earlier in ttiis section. 

Iha early planning steps of all IBCT hanftook sections give . 
guidelines to tiie poli^making decisions that are needed for 
program implenientation. In addition, EBCE planners, administrators 
and policym^ing boards are referred to Appendiic 1 for a summary 
of the poli^aking decisions made by the (CTJj Board of Directors 
during tiie first few years progran operation^ ais suimnary 
suggests tiie poli^making cohsideratlons ttat will face any group 
responsible for governing ^\iBCT programi, 



40 



PERSONNEL 



EBCT ^:£mgram persOTr.el are those ^rofsgeional and support 
staff eBployed to manace and be reei msibla for dsli\^ring 
the program to students* 



WHAT EBCE REQUIRES FOR PERSONNEL j , 

1 , a staffing pattern that ref leots boraiitaient to basic program 
goals and is o^^le of direotly and effaGtively ai^jporting 
student learning in the eommmity 

2, professional staff roles and fimctions that are si^if lean tly 
affected by the high degree of commimity involvsnent in the 
program - 

/ 

3, pacific qualifioatlons for t^e In^viduals who will fill 411 
staff roles < " 

4, personnel ^lioles and procedures tiiat are congruent with thm 
enployer/coimuni^ context of EB^ / / 

5, procedures for orientation and development toat give staff 
mestibers toe ^^nsight and understanding needed to funoti» 
effectively in the program 

ASSUMPTIONS THAT AFFECT EBCE STAFFING 

All IBCE users, whetiier ad^ting ttie entire program or only parts 
of it# will be donoerned with a staffing pattern, speolfio 
nmtoer of staff md basic staff characteristics* 

Because IBCE involves costnmity menflbers in tixm program as lay 
"teachers," tiie program's professional staff will fimetion mora as 
faGilitators or managers of learning thm as instructors. 

The total EBm team requires individuals with a variety of skills 
and es^ertisei toe more varied iAe team, the more likely It ig to 
have the rmge of skills needed* / 



Oie program should be ^erated ^ full-time personnel ratter thmn i 
staff vdio divide their t^ne between EBCE and other school programs* 



HANAGEmNT S pRGANIZATION 



Personnel poligies and procedurei need not differ ei^stantiiTry^ 
from existing sohool district praatiee eKcept for the need to keep 
EBCm staff as. flexible as possible, espgoiaWy in terms of progr«n 
hours, ' 



THE PEOPLE INVOLVED' ; 

IBCT staffs may vary imm program to program but essentially will 
require individuals to admnistar toe prqgrMi and pro^de tmsm 
leadership; work with students on their :indi vidua! learning plans? 
recruit, develop aid iMintain asployer/ooimiaiity sites for student 
learning I locate people, places and materials that may be used by 
students as learning resourcesi coordinate various student 
services, including assessment md gw^dancei and pvQvL^ support 
staff services that may include adadnisteative/ secretarial work, 
recordkeeping and transportatim assistance to students. 

aese staff ment>ers may havs various titles, Ttm (ffi)^ program 
has used the professional, staff titles of program aAnini stratdry, 
learning managar (LM) , eajployar relations specialist (EHa) , 
learning resource spaeialist (LRa) ^d student ooerdinatgr (BC) 
and support staff titles of pTOgraro assistant ^ learaiiig aida i 
clerical assistant and van driver. - — - 
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steps to Foiiow 



STAFFING AN EBCE PROGRAM 



5 I Outlina itrategias ifor rearuiting staff 



STAFF DEVELOPMENT AND PERFORMANCE 



10 



page 
47 
SO 



Study staffing ^te^atives and agree on m 
■iJ appropriata staffing pattern 

[jj Devalop position dgJcriptions 

QDetermina the i^janber of staff needed for each 
position 

^ Develop stmdards for seleoting individuals for 

staff positiCTis . . ^- 

65 



Interview and select candidates for positions 



PERSONNEL MANAGEMENT . 

m Establish roles and responsijbilities for personnel 
management , ' 

0 Establish policies and procedures regarding salaries 
and benefits . 

m Establish policies ^d procedures regarding 
GCffi tracts and working conditions 



IDefine staff lines of reaponsibility^ s^ervielon 
and interaction ^ 

H[ Identify staff orientation and train:mg needs 81 

^ Desi^ strategies for staff orientation and 
^i-J ongoing development 

Develop rationale^ criteria and techniques for 
evaluating staff performance * ^7 
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MMAaEMENT & ORGAN IZATXON 



i 




Pejsonjiel mtmrn 1) 




Staffing an EBCE Program 



I Study jtaffijfig altematives and agrefe on an appropriate 
staffing pattern 



the staffing pattern for an mm program should be defined at the 
outset of budget plmning. Ihe program adffifnietrator or planning 
coordinator should be involwd in staffing deliberations, as lihould 
administrators from the oooperating school district. Input fvom 
the program's p3 inning group may also be halpful, particularly from 
mei^ers with matj genient es^erlence in business and industry. Final 
determination of the staffing pattern will be a board/administrative 
decisiai, probably in oonjunc^on with final budget approval* 

Staffing alternatives will be considered in relation to anticipated 
student enrollment^ estimated costf of program operation and state 
and local specifications raquisite to progrMi approval. 
MteBEiatives should also be corisidered in terms of the teraiwork 
that is essential to the program. 



ESSENTIAL STAFF FUNCtlONS 



EBCl requires a pTOfessional staff vastly different from the 
faculty of a traditional,, high achyol. pBOi staff are managers and 
facilitators of student leaning ^ not "teachers" in ^e 
traditional sense; their functions are defined according to 
student and program needs rather than by si^feject natter. The 
progr^ requires a staff of skilled profefcsionals who can 

1, work witii students in^il^Slly to negotiate and 
dt^lop personalized laming programs 

2, deal directly with conmunity mentoere \^ aevelop 
lelaming oppor i^lties for students in businesses ^ 
industry^ social and yarvice agencies, government 
offices — wherever adultt are working 

3, draw on toe conmiimity for both materials and people 
to serve as^rasources for studertt learning 
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MANAG^mMT a ORGANIZATION 



attend to tJia many services that support the student 
from time of entry to tip*^' of exit from the program^ 
including n^nitoring stuw^nt progress and reporting 
to parents 

atoinister the. pTTw^jLasn and maintain ongoing 
community liais.m ' 



^Ihe program also needs support staff adequate to the tasks of 
maiu^aining student records (a major mder taking in IBCE) , 'providing 
general office services and facilitating student transportation 
(depending on the prbgram's transportation provisions). 



DEFINING INDIVIDUAL ROLES 

staff functions for EBCE may be allocated any nunber of ways aMjng 
individuals, and staff titles may vary. im)2 arrived at a staffing 
pattern that called for the following positions and general 
division of responsibilities. ^ r . 



Professional Staff 

^® program administrator is .responsible for the overall e^ducational 
impac^ of thm program as well ^i^ for daily operations, including 
business management and personnel. The atoinistrator reports 
directly to the^ (CE) 2, Board of Directors and serves as the board's 
executive officer, ^e administrator, also coordinates program 
CQn tacts with outside individuals and agencies (Including labor, 
employer and community groups, local schobls and, governmental 
agencies) an^ interaots with students and pttents as a m^er of 
tte program team* " , 

^e learning manager ( yM) helps students assess their own needs, 
interests and goals, works with students to negotiate individualized 
learning plans and; cQordinatea student learning activities and site 
experiences with otiier staff menbers, students and adults in the 
GOmmOTity* . \^ 

employer relations specialist (ERS) recrultsXpotential employer : 
and conmimity sites and employer instructors, agsists students in 
selecting sites and arranges for student placebtents. The EES also 
assists employers in identifying potential learning experiences for 
studenta md confers with tiie learning manager on student projects, 

laamlnq resource specialist (LRS) helps locate people, 
materials i md otiier coBffininity resources to aid students i^, toeir 
individualized progrras of study, recruits tutors, coordinates 
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conpetancy certificatlm and. suggests learning rsaourcea to 
learning raanagers. The LRS also nain tains instructional media at 
the learning center for student access. 

• The student coordina tor (SC) plana and conducts student 

recruitinent, administers student asaessment procedures and works 
with all staff and students to help achieve the kinds of 
interaction that will assist students in making their own decisions, 
planning and managing their omi learning and assuming more 
responsibility for their behavior. 

The entire professional tean. shares in maintaining continuing 
contact with parents at several levels. 

Support Staff 

The program assistant serves as secretary to the administrator and 
to the governing board, maintains financial reGords and reports 
and perfonns various tasks required for progrPar. operation, ■ 
including arranging meetings and handling appointments and 
correspondence , 

Ihe learning aide maintains records of individual student learning, 
helps learning managers monitor student progress on projects and 
provides additional secretarial and support services to the program 
team as needed, 

clerical assistant provides secretarial and support services to 
the progr^team in general and specifically assists employer 
relations-specialists in main tainihg records relating to student' 
placement on^ enployer sites. Ths clerical assistant also serves as 
telephone receptionist. 

■ ■ ■ \ s ■" 

Ihe van driver, enployed on an hourly basis, cperates the program's 
van to move (CT) 3 students around the community and coordinates the 
•schedules of students using the program's transportation service 



CROSS-REFEBENCE 



Appendix F cmisins a discussion of some role combinations and 
alternatiVBS to the (CE) ^ pattern that could accommdata varying 
student enrollments and learning center locations 



MANAGEMENT a ORGANIZATION 




Develop position descriptions 



Once the basic staffing , pattern is eahablished^ individual positions 
should be described in detail to assign tasks in the most efficient, 
affective way—giving some structure to the program but also 
allowing for the highly personal interactions that.are necessary as 
the professional staff works together to develop student learning 
plan&r assess student growtti and provide counseling and guidance 
support. V ^ 

There should be room in tte program for natural staff role\ changes 
and evolution as individuals mold their ^ jobs, Ihere should also 
be staff agreement on the process for redefining roles. Periodic 
staff examination of roles can provide tiie opportunity ^for 
reshuffling activities to balance roles and acconunodate persoral 
Interests and preferences ^ 



(CE)5 POSITION DESCRIPTIONS 



Ttim position descriptions^ on the following pages have evolved f( 



or 



(CE)2 from staff analysis of qriginal role es^ectations and actual 
daily program operations. These descriptions giVe a.more detailed 
picture of the individual tasks required by the prograia and provide 
one exkmpl^ of how tasks can be .assigned among staff members , 



CmSS-REFERENCES 



Additional rmadlng in thm EBCE Mnmooks can further almrify the 
tasks i±at are performd by progrm staff. The following hmnmooks 
relate imst aloBely to the work of the individual (CE) ^ staff 
posltionB: 



Management <s OrganlEation 

Curriaulum s Instruction 

Employer/ Comiuni ty Resources - 

"Com^tenaies" and "Learning 
Resources" mec^oim of 
Curriculum ii Instruction 

Student Services 



program administrator 

learning manager 

emplbyer relatiom specialist 

learning 'resource specialist 
student coordinator 



SO 



Pmrsonnel (It&m 3} 



PROGRAM ADMINISTRATOR 



Individual Responstbilltlis 

1. maintain overall administrative responsibility for the 
profram^ operating within t^ie parameters of and 
responsible to the governing board 

2, manage personnel matters on behalf of the govemin " board 
3^ maintain the fiscal integrity of ttje program 

4. articulate the program to the community 
Ag^ a team meiAer 

5. coordinate program contacts with employers ^ parents and the 
participating school district, professional groups and 
ageneies including labor, public/private spools and 
governmental agencies 

6. assist in seleccion of studerits and coordination of student 
activities , 

7. work with all program staff to set policy and make individually 
appropriate decisions regarding student accountability and 
discipline " V 

8. participate in parent conferences 

9. supervise and work with staff in program development activities 



10. 



assist in developing program resources and solving problems 
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LEARNING MANAGER 


Individual Responsibilities 




develop individualized learning plans (projects, obiectives 
evaluation materials) , 


2- 


negotiate learning plans with students, making use of 
employer and commwiity sites, learning center materials and 
resouraes and a variety of people and activities 


3. 


document student progress, evalur^te learning, products^ 
maintain recordkeeping system with the assistance of a ^ 
learning aide 


4. 


work with the learnirg resource specialist to identify and 
Oliver instructional laaterials and resources 


Aa a 


te«n number . ' 


^- 


develop individual learning profiles of students 




report student progress to parents Both in conference ' and 
through written reports 


7. 


UtiliEe testing, and other assessment data to identify 
individual student needs , interests/ goiils 


B. 


counsel students concerning both academic and personal 
problems 


9- 


implement the Student ^ ^*^tafjility System^ especially as 
it applies to th^. agr. ents and requirements of students* 
learning plans > . , 


10. 


maintain the integrity of the program's learning deai^ by 
integrating projects and ^mployer/cemmunity site learning 
activities 


11. 


aid in describing the program for a variety of audiences 


12. 


plan and participate in group R^et^ngs for students 




Personnel (Itmm 2) 

r 



— 


EMPLOYER RELATIONS SPECIALIST 


Individual Responsibilities 


1. 


develop matarials and smrategiae for recriiiting en^loyer/ 
commmity sites for student learning 


2. 


identify, gain the s^port of potential ^d nee«ted 
enpl^yer/coinfflwiity sites ^ 


3. 


obtain Lattere of Intent from participating employers to 
provide legal tod insurtoce s import for enployer involvement 


4, 


implement program strategies and system for facilitating 
student learning at employe r/conmmiity sites (analyse site 
learning potential with individual enployer instructors^ write 
tod recommend learning ^jectives to learning managers # secure 
es^loyer instructor evaluations of stu^nt performance, 
supervise student progress tod ei^loyer instructor 
performtoce) 




coisisel students regarding learning site selection and future 
occupational in teres is u 


6* 


assume responsibility for maintaining the network of ^ 
learning sites 


7. 


.design tod supervise the n^intenahce of aii accurate \' , . 
recor^eeping system related to utilisation of the site 
network 




be sensitive to and resolve any" problems with mmploymr/ ' 
comrotinity sites or with labor wiions 




; te«Ei mei^er \ . 


9. 


maintain the integrity of the progrMi's learning dssign by 
helping to integrate projects and en^leyer/conununity site 
learning activities v 


10. 


aid in planning tod inplementing a system for enployer 
instructor devel^ment . \ 


11. 


report student progress to parents both in conference and . 
through written reports 


12. 


i^lement the student Acssunt^ility System, especially as it 
felat^s to student behavior at learning sites - 


13. 


aid in ctescribing the p^gram for a variety of audiences 


14. 


plan tod participate in gro^ mtetings for students 



\ 
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LEARNING RESOURCE SPECIALIST 


Individual Risponstbilities 


. 1- 


determine the need f or^ matAials and human resources to ' . . 
siflpport students' individual learning activities ■ 




advise oiAer staff mmm^rm md studentg en the availability 
of resources in the coiraiuhity 

' -- i 


3- 


develop and ii^lament a system for retrieving instructional 
materials .«id media 


4. 


identify and gain the swpport of volunteer and paid tutors 
from the comimity, including all organizational activities 
neeesaa^ for supporting tutor involvement 




recruit community resource people for certifying competencies 
and work witii students and resource people in the certification 
process ' " . 




supervise the use of a variety of media in the learning 
process, including audiovisual i program materia.ls and"' co^uter 
terminal 


7, 


identify and assess the appropriateness of learning materials 
at en^loyer ^d community sites ? 




identify, brder and process instructional materials for 
the program 




team mender ^ 




participate in parent conferences ' ^ 


^ 10. 


share in the implementation of the Student Accountability 
system . . " ' 


11- 


.plan learning activities with staff students and v 
recoiranend h^an and instructional resources to support learning 


12 , 


aid in describing program for a variety of audienc^y 


13. 
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PmTsonnml (Item 2) 



STUDENT COORDIHATOR 



Individual RiipQns1b1l1t1es 



1* provide prograri viforBiatian to and interview proipeetive 
students. 

2. administer md interpret tests to aid in determining the 
Individual learning needs and character is ties of"- students 

3p design^ inclement anA caortinate guidance si^port (integrated 
throughout yie progr^) 

4. manage Eone progreaa and zone debriefing sessions and record 
student affective growth 

' i 

articulate and mMage the Student Accomitability System 
(inpleniantation shareH fay all professional staff mei^ers) 

i. counsel with students^ parents^ «i^loyers and staff 
individually and in small gmups 

7, coordinate resources needed for student post^high school 
.planning 

8, assist csmimity parti cip^ts with Munseling ^d coimiuni cation 
techni^^ues tiat can enhance their interaction with students 

9* /identify md suggest human de^lopment resources to staffs 
students , program atoinistrator and parents 

10^ provide laadersMip in maintaining the nental and emotional 
healtii of the program 

11* maintain liaison bet^A^en thm participating school district 
the program ^ including record exchanges and continuing 
coiranmication regarding 'Stu^nt selection and progress 

As^ a team, menfeer . 

12- participate in accomtability-related student/parent 
conferences ^d family counseling 

13, organize and coriduct group meetings and activities with 
students and with parents 

14* 1^1^. orfaniie and s^^rvise en^loyer seminars on the wrld of 
work 

y . -. 

15, plan and orgar^ize stucient/staff retreats 

16, assist in planning enployer instructor developjtent sessions 

/ 

17* be oriented to the perspnai needs and interests of each 
student and bo ^le to share this orientation with other 
staff ntentersi also be oriented to students* total learning 
and career programs 



EKLC 
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MANAGEmNT S ORGANIZATION 



SUPPORT STAFF 

Progrtm Assistint 

1* reL^'onsible to program a<teiniitrator 

2^ maintain financial records and raports for the program 

3. manage procedures for purchasing, petty cash, rein^urstments 
for staff ^d students 

4. arr^ge for meetings of thm prugram's beard of directors i 
record imd distribute ndnutes of the board meetings 

5. perform various secretarial duties * including mWiaging 
appo^ntinents of the program #toiJ4«tMtor^ Oevelaping a 
calendar of events # handiing^tbgram correspondence 

6. develop and ^i^ntrlin systems for bookkeeping, filing and 
retrie^mi^f 'program-related information 

delegate tasks to support personnel as necessary 

3. handle special assignments such as making arrangements for 
hosting visitors ^d for group meetings 

Liarning Aids * ^ 

1. main tain documentary records and files of forms * 'products and 
information emanating from individual student learning 
activitJ,es in tiie program 

2^ retrieve and suminarize inforiMtiOTi from student records 

3. oversee schudules of student work to be completed and 

inventory student products to determine if they are conplete 

4* type individualized learning materials for student use 

5. provide general team service support ^ including telephone, 
schedules, securing materials, typing correspondence/ 
entering data m\d other assigned tasks 



Per^r^&l (Item 2} 



Cltneal Assistant 

1. receive md tranmmit talephane callt for program staff 

2. maintain files for employer relations specialists and e^Ioyer 
files for use by students 

3* maintain doctanentajr/ records emanating from student placenents 
at enployer/cOTtimunity sites 

4, retrieve sununarize infornation frcm site records 

5 * provide assistance to the program assistant ard learning 
aide as needed 

6. provide general tmsm service support ^ including schedules* 
securing materials t^ing correspondence # entering data and 
other assigned ta^s 

Van Drivtr 

X- drive the program's leasei3 van to help ^et student 
transportation needs " 

2* maintain the van in good condition 

J, become familiar with the location of enplayer/coiranunity sites 
and vrith student responsibilities for keeping appointifientg 

4* schedule van service be^een the high school and learning 
center and to and from er^loyer/coimiunity sites to meet the 
appointment needs of (^)2 students 

5 ^ provide transportation services for program visitors and^ 
other transportation tasks as needed ^ 
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MAmGEmNT a organization 




DetaCTM^na the nuntoar of staff needed for each position 



Bie nmaber of staff for an EBCE program will &pend on 

1. title individual rolas that must be filled to deliver 
the oo^onents of the progrMi 

2. the nraiber of students the progrM will haTO 

3t size wnd location of the program in relation to its 
surroim€U.ng coranmiity (affedts transportation needs, 
the scope of EBB and LBS assignjnents and the coOTnmity 
relations burden of the entj.re staff) 

4* budgeting factors 

With 60 students and a network of approximately 100 enployer/ 
comiimity sites ^ (CE)^ enploys one program admnistrator, two 
learning managers^ two anployer relations specialists, one learning 
resource specialist and one stu^nt aordinattr, Thm progrm also 
eB^loys one program assist^t* one learning aide and one clerical 
assistant full-timB and one van driwr on an hourly basis. 



SPECIFIC ROLE CONSIDERATIONS 



mere are many^ ways teat specific roles and workloads can be 
adjusted to acronmpdate program needs # including use of 
paraprofessionals* volunteers and teaching interns i shared 
responsibilities with regular high school staff and parents 
filling support staff roles. EBCT planners are encouraged to 
draw all conceivable human resoitf'ces into their progr^s. 

"Ihe following observations, based on (CE)2 eKperiences, may assist 
in deteoaining how m^y staff are needed to operate an EBCE 
progran. 



Program Adnlnlstrator 

Administration of EB(m should probably be the full-time 
responsibility of one individual rather thm addted to the 
responsibilities of a district administrator (the ^wctor of 
career education, for eKanple) • A program atoinistrator/EHS 
combination ndght be work^le, however, eapecialiy if the program 
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1 PeTSomBl (Item 3) 



were operated wittiin a school district the administrator did 
not have to attend to tiie managenent details toat are parv of the 
(CT)2 a^u^nistrati^ role. 



Learning Manager 

Learning managers expend a lot of tima said energy giving students 
tte^ individualized attention toat is essential to the aevelopn»nt 
of toeir leM^ning plans. Consequently^ it would be difficult to 
t^e stortouts witii IM tasks, and (CE) 3 staff have concluded ttat 
the LM role is a fiJ.l-tiiiE responsibility* 

EaA LH at (CT)2 is responsible for hpproxuiately 30 students and 
confers witii eadi of tiiose students weekly on both a sdiediiltid 
basis arid informlly. The ,LMs see an average of seven students 
per day. Host student appointronts are in toe morning, and ^e 
LHs spend toe afternoon writing projects (average writing time 
is three- fourtos to one-and-a-half hours per project), reading 
md responding to student jomials, planning, meeting wito otoer 
staff and so forto. 

30 1 1 studen^/LM ratio has been workifcle; one LM could conceiv^ly 
manage 35 students but beyond toat number toe degree and quality 
of individualization might suffer* 



Employer Relations Specialist v 

Ihere are several time-consuming aspects of toe BBS toIq, inoluding 
en^loyer/community site recruitment (the first ye^.r bidden of site 
racruito^nt will be greater toan in subsequent years) ^ analyzing 
site learniig potential in preparation for student placemsnts, 
helping students select sites and site maintenance, ihe beginning 
of each program year is especially hactio for an mm because of 
toe need for site recruitDtent and developntent prior to toe first 
student placeaients. During the year, toe workload levels off to a 
continuing process of site maintenance^ new placements of studenta 
and recruiting and developing /additional sites to meet etudent 
needs and intefests, 

(CE)2 enployed totfo EMs during initial recruitment of the employer/ 
eo^imity neto#ork. Biey were assisted by m^ers of the planning 
^©up in contacting TOre toan iqo individual fausinesaes in the 
comiunity. For toe ongoing program, toro EMs maintain approximataly 
100 to 120 active learning sites to serve toe nee^ of 60 students. 
(TtiB tem "learning sites" refers to toe niBitoer of different 
employer instructors and learning situations for toe students. An 
individual place of business m^ have motm toan one El and learning 
situation involved in toe progrMi, and eato student placeman t wito 
an El i^ separately njaintalned by toe ERB.) 



MANAGEmNT S 0RGM€2AT10N 



New EBCE programs might consider hiring extra people for the initial 
site recruitment or enlisting volunteer help from the ChMrtoer of 
•Conmerce and business community. Even tiie first year burden of 
VMalyzing site | learning potential might be eased by enlisting 
^volimteer or paid help in conducting Learning Site Analysis 
• interviews with employers, this could, however, diminish what 
has been a plus in CCE)2 program/site relations—having the same 
BIS recruit, develop and inaintain a site, i 

^e nmibmr of EHSs needed by m ongoing progran will depend l' 
primarily on how many sites one EES can maintain. Each mm at 
(CE)2 maintains 50 to 60 learning siJtea^and^WOTks-with^^ffi^ 
who choose those sites. (CDj anticipates being able to hold toe 
line at two EBSs even if tiie nuntoer of students should increase to 
100, particularly if some site recordkeeping and logistics (such 
as telephone contacts regarding student placeftents) could be given 
to an aide or secretary^ ^ ■ 

f 

Learning Resource Specialist 

'/ _ . 

Ihe LBS serves all students in tiie program. Some aspects of this 
job could be handled by a high gdhbol librarian^ — ^purchasa and 
maintenance of audiovisual equipment and materials, for eicample" 
but responsibilities for the competencies, for tutoring and for 
Requiring community resources to support student learning constitute 
a full-time workload in toemselves and probMly cculd not be\ 
added to the workload of a regular high school staffi meniDer. 

Student Coordinator 

^e student coordinator also serves all students in the program. > 
At (CI) 2 the SC tries to see eadi student once a day, if only in 
passing, and at least once a week for more extensive contact* It 
is conceivable ttiat if the (CE)^ staff were not also involved in 
developmental work, one SC could work with more than 60 students. 

It would be difficult for a regular high s^ool counselor to 
maintain a student caseload in addition to EBCT. SC tasks might be* 
split among more than one regular high school staff meirtDer 
(guidance vice principal and coimselors, for example) but th^^ would 
risk losing the continuity that is so important in EBCT. Ihe 
integrated pystem of delivering student learning requires, consistent 
intrastaff conmiunication. 



—^^ — CROSS-EEFERENCE ^ . 

] 

Charts showing a "typiml" week for each profeB^ional staff meme. 
(CE)2 axe diBplayed in. Appendix G to help aompletm thm piature of 
individual staff workTomds. i 
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Develop itandarcag for selecting individuals for 
staff positions 



: ^ ^ ^ CERTIFICATION \ ; 

IBCE .planners will have to examine thalr own state regulations to 
determine the certification standards that must be met by thei^r 
professional stiff. Under Oregon school law" "teachers of recfard" 
m a pi^lic stdioo-l program must be certified . (CT), has interpreted 
learning managers to be the IBCE "teaciiers of record" and these \ 
staff menbers hold secondary teadiing certificates. . 'Shm program! 
-administrator is a certificated secondary school a«Sministrator 1^ 
keeping with the responslb,U.U.les of that position. Certification 
has been optional for otiie;- stiff menbers. it happens that all 
professional staff working WitJi students at (CT)2 are certified 
teachers and, two are certified guidance counselors, but these were 
not state requirements. * 



OTHER QUALIFICATIONS 



Background and Training for Professional Staff 

New EBCE programs should seek applicants , with prior es^erienie in 
innovative education programs, particularly thbse- involving Me 
conmiunlty. ohey should also seek applicants with es^erienc^ ^d 
skill i^ working with students of .va^lng -abilities and woZing 
witJi students on a one-to-one basis. Prior experience with 
curriculum develophient might be of assistance as programsyrifine 
EBCT to their own situations. / 



V- 



ideally, staff members will have had previbus ej^eriencd working 
successfully, as team mentoers and be familiar and comfortaiala with - 
individualize^ programs and an interdlscipllna^ curriculum. Uiey 
should be familiar with diagnostic and student asssssmJnt 
procedures, committed to, tailoring a program to individual student 
needs and interests and capable of creative and continuous v 
recorffleeeping. Privlou^ worJcing ej^erlenee outside the schools may 
also be helpful in giving staff members a baslo unaerstanding of 
the business world. ' 
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Qualities and Abilities for All Staff 

Thm pereonal qualities that Individual staff members bring to the 
prograin will be as importwt as any speoific badcground md 
trataing. Professional and support staff alike should understand 
and respect young pe of le and be genuinely interested 'in ttem. All 
should be congenial and able to relate effectiwly to otiiers* The 
should be patient^ flexible and able to faction effectiTOly in 
their various roles despite many interruptions. All staff members 
will need a sense of humor mnd the ability to organize time and 
materials* ^ey must also be ^le to work mder pressure. 

Prpfesslonal Staff Qualities and Abilities 

Professional staff mmbmrm should be skilled in inte^ersonal 
relations.^ The sucaeasful IBCT tern requires in^vi duals who not 
only have a demonstrated ^ility to work well with students mid 
adults but who are coi^leMntary to each other and willing ^d 
able to work together as a group, They should also possess an 
erithusiasm for teaching and for ij^roving -Uie instructional 
program and be committed to learning as a process that can be 
managed. 

Thm staff should bfe open to the Gonnnunity and believe that it is - 
capable of teaching students; they mtist be able to delegate 
responsibility and trust toe emplqyer/Gonmiunity network to certify 
student learning. Staff should generate a sense of competence and 
be able to sustain the confidence of students^ p^ents^ GOimnunity 
menfeera mnd othe^ school personnel. It might also help to have 
staff who are already knowi in toe coiranmiity^ p«ticulariy for - 
the positions of employer relations^ specialist and learning 
resource specialist. 

^ y ^ \ 

Thm program requires a student-centered outlook* The professional 
team should be "tuned in" to each student as a person and able to 
accept and work with a variety of learning styles.. Staff ^embers 
should be approachable and -accessible to students^ yet cap^le of 
maintaining thalr respeGt; they should be firm md let students 
know in a helpful, aupportive wa^ when certain behaviors [ ar^ not 
acceptable. \ 

Staff mentoers should hWe a balance between technical and human 
skills; they should be skilled in the process of negotiation tad 
able to coimsel. students in both academic «id persOTal matters, ' 
They will need analytic ^ility and prctolem. aolvlng skllla, IBGE 
demands much creative ^ener^ and staff need to be available to\ 
tHe program ^r weekend retreats, dvenlng sessiOTS and emergendy 
calls. . \ 



Pmrsomiml (Itmrn 4) 



Staff should be self-^Gonfident. "-isy should be effeative 
eonmimiicatoM— articulate, sensitive and interested in what the 
other person has to say, Mjove all/ in the midst of these ide 
qualifiaatiOTS, staff mentoers should be honest with theMelves 
realising that they have limitations and cannot individually 
fulfill all the needs of eveiy student. 



Qualiflcatloi^s for Individual Positions 

In addition to toe general qualifications mentioned above, the/ 
following specifics seem appropriate for individual professional 
staff positions I // 

Proyram ad mlnistrator- -e3roarieneed in educational 
a^nistration, witii a demonstrated interest in seek/ng 
a^ematives in eduoation, an awareness of the 
^iguities that are often associated with new programs 
and proven organisational and supervisory skills,// 




Learning manager" --able to negotiate witii students/, know^ 
how to ask questions and be oreative in translating^ 
student leamirig into spebifia activities; possible 
as^rlence in using ^sessment techniques to determine 
students* learning styles. 

Employer relations specialist — previous business 
experience r if possible^ coupled wi to an educational 
badcground or at least awareness of educational- 
tectaiquesi frimdly, outgoing and ^le to meet people 
easilyi demonstrated ability to coordinate people and 
places, gro^ps and individuals; ^ \ 

\ . -. ■ . 

Learning resource specialist— familiar with, learnikg 
materials a^d instructional media and ^le tc classify 
and organiE^e materials, although training in library 
skills is riot essential I familiar with the comnimity 
and its resources i creative and imaginative in seeing how 
coiwnunity resources can be applied to student learning; 
inquisitive and able to meet people easily, 

■ * 

Student coordinator— stronq counseling and psychology 
background and exi^erieriee, especially in behavioral 
counselingr^terpersonal relations and group pTOcesses; 
knwledge of and skill in using various techniques ^o 
assess student abilities, aptitudes and interests i skill 
in organising and speaking to groups. 
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;^ MANAGEMENT S OMaANIZATION = 

?. ■ : . ■ • ^ ■ . • ■ . 
1 ■ ■ ' ^ • 

Itie following qualificationa are reconmendad for individual 
I - P -rPort staff positions ! , 

Program assistant" accountino and acSministrativa/ 
secretarial training, e^erience and skill i familiarity 
with budgeting procadures , ' of flee managemant and systems 
for filing /-recording and reporting. 

" V ■ " ■ ' 

learning aide and clerical assistant— secretarial and 
clerical skills and general office ei^erience. 

Van drivar— a skilled driver with ohauffeur<s license; 
able to maintain authority and rBSpect-o£ students. 



7? 



64 

O 

ERIC 



Pmrsomml (Item 5) 



5 



Outlina strategias for -recruiting stiaff 



TIMELINE 



Programs should establish a definite timeline for recruiting and 
\ hiring staff, including adequate lead tima for staff oriantation 
to the program and praf erably some team development activities 
prior to the arrival of students. (See the racommehded EBCE 
timeline on page xiv.) Tlie timeline will, of =. course, be affected 
by school district patterns for budgeting and staffing. 

\ ' ■ . 

, SEQUENCE FOR HIRING 

The program administrator should be ffientified *p early as 
possible in program planning and should be involved in selecting 
the other staff menders. 

The employer relations specialist role should be filled as jooh 
as the program is approved so ttie IRS can begin to identify 
employer/community sites for student Ifearnino ^ 

\ ■ , ■ ; - : x 

All otiier ataff maffibers should be added early enough to give them 
time to fantiliariEe tiiamaalves with .tte EBCE durriculum and ' 
leading strategies * TOis pr^ably. requirea no mere time than 
is needed for orientation to, any new school program. 

SOURCES FOR APPLICANTS 

ProgrMJS will be seeking applicants from regular school sources- 
college placement services, teacher organizations, school 'systems 
and the district's ami teaching, staff. The nature of BBCl gives X 
It some unique staff recruiting resources , however. Including 
local OiaJtoers of Comnterce and the. community Itself. The followlnt! 
are some specific sources that might.be considered for individual - 
.^positions. 
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mNAGEMENT ^ ORaMIZAflON 



Learning Manager 



Candidates for the LM position might be located among elamentary 
teachers as well aa sesondary tearfiere because of toe LM 
"generaliat" orientation. Elementary taaehers will have had some 
experiences that might prove beneficial to an IBCT program, 
including individualizing instruction, being in contact witti 
specific groups of etudents for concentrated periods of time and 
having had recent and ^pecific^ training in basic eommimications 
and ma them tics skills ,V \ 

Employer Relations Specialist \, 

Previous business e^^erience can be as important to' tiie EBB role 
as teaching backgroimdp Recommendations for EBB applicants might 
be requested from local personnel Mnagers and mentoers of the 
programme planning/advisory group as well as tiirough tJie schools. 

^ - ' ^ ^ 1 ■ " ■= . • • ' = 

Learning Resource Specialist 

Programs might find LRS candidates from among people who have had 
experience in identifying and securing educational resources 
throt^h volunteer work, special project involverent or' 
individualized progr^ns,. ^ 



Student Coo/dlnator 



Candidates for the 8C position may come prinarily from high sdhool 
guidance personnel although applioants must understand the unique 
integrated approach to ^ guidance that is inherent in the EBCl 
program. , \ 



ATTRACTING APPLICANTS 



\ 



T^m progrin design itself will be a significai.t factor in atWcting 
staff; it oah of fer personal and professional ^allenges, including 
the* opE^rtimitySto give practical applicatioi to idpaa about 
individualized learning and conmitmity involveMnt* is an 

alternative for teadiers^as weli as for students tod it can be 
especially appealing to teachers' who feei^ limited by toe structure 
of a traditional educatiohal systein. 
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/ , ■ Personnel (Itmm 5) 

A ' \ • . ■ • 

■■ - ■ ' ' ■ % 

. ,. . . , ■ \ . 

Salaries' and staff benefits can ale© be positive factors In 

.attracting applloants* Salaries should be soimnens urate with t^e 
amount of energy and tiros ' demanded by the program^ and staff 
benefits should be competitive with toe job markets from which 
applicants are being sought. 



CROSS-REFERENCE 



S^lariBB are dlsauBsed in morm dBtMil in Item 8, page 72. 



\ - ■ ■« ■ \ ■ 
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mmGEmNT ^ organization 




Interview and select CMdidatee for positions 



Putting together ^effective tara will require special skilispn 
the part of the program administrator, but progr^ should be able 
to find many applicants eager for m opportunity like EBm md 
possessing the enthusiasm and skills needed to carry' it out. 



INTERVIEWING CANDIDATES 



Applicants should be helped to understand the natia^e of the program 
and t^e fact that toey will be functioning as men^rs of a team, 
each with specific responsibilities but working : together as a 
cohesive unit* . / 

Interviewers should look for individuals who are 

1* gehuinaly interested in working closely with individual 
students ' 

2, ^QDrnfortrtle and effective in working with memberr of the 
cominunity " ^ 

3* willing to tPist en^loyar instructors , tutors and 

c^petenoy, pertifiers to teach students j 

willing to listen to menders of the coimunity and to the \ 
other team men^rs 



Using Coonittees for Intarvlawlng 

Selected representatives from the business conmimity mght be 
involved in interviewing and recomminding Ovmdidates for ^^mployer 
relations sjpeeialist and progrMi adndnisteator because these 
positiOTs both require persons who underiitmd and are sensitive to 
the needs and interests of the. business oonmunity. iteprosentatiws 
from business and labor who are fMiiliar with and unrt^rstand the 
mcE program cm m^e valuable rfpservations and evaluations ^out 
individual applicants' abilities to interact effectiwly with 
manners of tht business coiranunity. 

An interviewing comnittee for Uie IRS position could, bm con^osed 
of representatives from ttie progrMi's govemuig and advisory 
boards and en^loyers participating in the program. An interviewing 
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PerBonn&l (Item 



Gonunittee for the program administrator eoiild be composed of 
business/labor/ community representatives from ttie program's 
planning group as well as s^ool diatriot administrators and 
school board representatives. 



•*f^ CROSS mFERENCS 



Itmm 4^ pages 61r64, diBcmmem pmrsonal qumlities , tr&inlng and 
experienoB that are dmBir^le for EBCE staff menjbmrs\ This It&m 
should bm rmvlmwmd by thosB who apm interviewing appliaantB for 
EBCE pasitiorw . : - 
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, , PBr&omei fltem 7) 

Persohner Managehrie^^^ 



Igtablleh toIsi and raspOMibilitias for persamel 
manageJTOnt • 

Bie pTOgram adminiitMtor'e raBponsibilitlea for periOTmel 
managaniBnt should be cleM-ly eattoiiahed ahd ba TOnsiktant wito 
the program's degree of autonomy^ PTOgrams ^stated by a sehool 
district will have iwiy personnel detaila nwiaged by tiie diatrict 
administrative office, anfd pattarna of raaponsibili^ will have to 
be establlshad^twaan the program adminiatrator and otl^r dletriat 
admiiiiatratprs (high adiool prinoipal, oaraer aduoation director , 
eiv^rintwdant «d ao/ forth) . 

{CE)2 peraormel mattira have be from the 

school dia trio t, in keeping witii the autono^ of the progrMi* s 
govamihg board. Bia program adtainistrator Has been responaible 
for hiring and dia?d.asal of sn^l^aaa^ s^ject to approval of toe * 
(CT)2 board/ and the program boMd has baen the lourca of appeal 
for ataff grievanaaa. ©la (CT)2 board itokas parsomial poli^ 
dsoisiOTS such aa coat of li^^g adj^ttents for staff , but to 
program »ntraots ytith anottier agenoy (mOTiL) for the management 
of paraormel benafits. \ 




MANAGEMENT & ORGANIMtION 

J 




Establish poliGlae and prQcedures regarding salaries 
and bensfite , ' ' 



SALARY RANGES 

; . / y ■ " ; 

EBCE salary ranges should be established on the basis of t^a tasks 
and raquirements o£ specif ia positions , as well as pressures and 
demands of program. Compensation should be ooinmensurate with 
responsibilities and requirements, 

. ■ ■ I * - 

For exMiple, staff mentoers will be highly visible and account^le 
to the qoimnunity* ^ay will have ^e^lar edntaat witii all program 
partieipants^-'mei^ers of the enployer/aoirammity network ^ EBCl 
students^ parents of students* officials of local school districts 
md o*Jier piJblic agencies, paid ai^d volunteer tutors from thm 
community md ttie many civic groups to whom ^e program will be 
presented* In eadi of tiiese relationships staff menders will bear 
the responsibility of inspiring confidence in the progrOTi and 
helping to siastain TOmmunity support* 

In addition^ the program may require longer working hours than^ 
most spools # weekend retreats «d evening meetings with employers,/ 
parents, civic groups and so forth, Kie program should also have 
extended or long'-term contract provisirais, if passible (see Item 
9, page 75) • 



/ 



/ 
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PfrMpnnel (Hem 9) 



DETERMINING INDIVIDUAL SALARIES 



Prograffie should haw a fair and equitable means of detemining 
Individual ealarles within est^iishad sala^ ranges, if possible 
PTOvlding for negotiatlori of starting sala^ between progriun 
adminietrator and Him Qandldate for a position. Sudi negotiation 
can help to olarify the es^otatione of bott individuals --what 
the progr^ aaM.nlstrator es^ota from the staff mentoar ai«^ what 
fte candidate assets from the job. N^otiation:^ oan also bring a 
variety of factors to bfar on salary deoisions, inoludihg 
ei^rienea, preparation, pra^oua earning power end conpatitlon 
witii present salaa^* This may be espaeially appllaabla if the 
program is seeking people witii bi^inass backgrouncte for ttia EHS ^ 
position * . s ^ 



1 2 staff wrabers nsgotiata their salaries individually within 
predeteruiined sala^ r«igas for eadi position, als prdbedure 
has allowed ttia program to oonpens ate individuals for their skill, 
as well as escperienoe and years of educational serviofT 

(ffi)2 also provides for an Mnual eost of living salary increase 
and merit pay. Merit inareases soaled to toe ratfnie-of staff 
menbers on yearly parformwiQe evaluations (see Ita^l3, page 87) 
are awarded, on tiia raconTOndation of the program ^Iminietrator and 
approval of ttie (CE)^ board. i 



STAFF BENEFITS 



EBCT does not require wiy unique staff benefit and leave " 
provisions, with the possible aKoeption of ineuranoe coverage for 
staff traveling in the eomammity on program-related business. 
^ (See page 115 for raoommendations on insurance coverage , ) 

Programs should oonsider their benefits package in relation to 
staff recruitment, however, if candidates are being sought from 
the business oonmjunity for toe emplfayer relatione specialist or 
program administrator positims, fdr eKample, staff banaf it 
provisions sho ! be considered in relatlCTi to vrtiat is available 
in business and . adustry. Personnal benefits need to be conpetitlve 
with other 3^ maricats In order to attract pepple from those markats, 
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MANAGBmNT S OmANIMTION 



(CEyg's Bertaflts Package 



Originaliy all (0^)2 staff wera empleyees of the Nortoweit .. " 
tegibnal Idueational L^orato^XjNWRlL) and were entitled to 
NWREL benefits. These included ^a^ious insuranoe plans^-health, 
group life^ long-term idtsability^ Accidental deatii--and a retirement 
fwd^ ae well-as State Accident Insurance (SAIP) and Social 
Security. Wien the (CE) ^ Board of Directors asstarod full 
responsibility for program personnel, the board dhosm to continue 
tile MW]^L package rather tiian, establish one of its awn. Similarly ^ 
other programs goverried separately from a school district but ^ 
operated cooperatively with it should explore the possibility of 
buying into the school district's benefits plan. 



6^ 
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Persormml (Item 9) 




Establish policies and procedures regarding contracts 
and working coiiditiDns 



personnel reqiiirements of Emm must be considered carefully in 
relation ^ ^i^ting teAcher standards, practices and regulatiMS 
as we?: v ■ , ^rements of teacher erganizations and negotiated 
Gontrac4 ^ : ;,ons for school district teachera. Program should 
also operat:2 under "affirmative action" plans ttiat apply to all 
aspects of personnel policy and practice, including employment, 
development, advancement end working conritions. 



CONTRACT CONDITIONS 



The Contract Yeir 



BBCE planners should anticipate the need 'for supplementary pay ^ 
and/or e^xtended contract time for program staff because of program 
demands (for example, recruiting time for employer.^comnmiity 
network, student assessment prpoedures, staff aavelopment and the' 
time and enerOT^ required for Uie high degree of individual 
involvement with students) , Suraner working time (at least ta/o 
weeks foliating and ta^o weeks preceding each scJiool yea«, if 
possible) will be an especially important consideration during 
the first two years of a new program but should also be considered ^ 
by ongoing programs . .. 

All EBCE Staff should be on at least ten- to elgven-^nth contracts 
to provide program time for specific activities that need to 
occur before md after tiia school year^-team d^rlefing and 
planning, eniployer/commmlty resource Identification and recruitment 
and team develop ment Activities ^ for Sitample. Bie program 
administrator si .ild probably be on a i^£.ve-month coiitinuous 
eontract. Twelw-montii contracts would also be desirable for the 
student coordinator and employer relations specialist, whose suimer 
work could include testing andl assessing students, developing 
student profiles, planning student orientation, pltanlng Aid ^ 
conducting staff orientation, developing employer/community 
resoyrcai^ 'and worting t?ut preliminary site selections witOi students- 

Programs might also consid^er a twelve-month school year for EBCT or 
smraiar use of i^rogram faci^lities md employer neta^ork (for exm^ie, ^ 
a si^er career exploration prografti for jimior high school. i 
stude^s) , Year-round program operation would permit staff and 
students to take advantage of the . tfsntinuous working schedule of 
thii business cOTununity, , 
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MANAGEmNT & ORGAtilZATtoN 



^^gre will naturally be questions concerning how extended or 
/longer-term contracts b© worked into existing district 
teacher contract prayisiors. State department of education' 
spec|alists in legal and accreditation sar^ices aid appropriate 
locai negotiation officials can help work out mswers to these 
questions* 



Working Hours 

Working hours for an mm staff are the primary working condition 
that may be affected by progrM desi^, ' The staff hours should be 
flexible enough to allow time for meeting with parents and other 
menders of the corranunity for program plmning and support. (CT)^'s 
separate governing structure allowed it to develop its own policies 
relative to staff work day, but EBCE planners developing a program 
within a school district will haw to determine how program / 
requirements can fit within .the district's negotiated provisions 
for teacher welfare. 

(CE)^ staff spend a full working day (81OO a,m* to SiOO p.m j at 
the learning center. Students officially participate in the 
program from 81 00 a.m, to 3% 00 p.m. but frequently stay at 
employer/cormtunity sites mtil ttie end of the business day. , They 
often also remain at the learning center imtil 3i30 or 4i00^ 
talking to staffs scheduling appointinents amd working on 
assignments. ^ . 

ThB longfer day presents students with sn ataiosphere resembling a 
business rather th^ a school. Staff show students that learning 
is a/ continual process, not segmented by bells or ended by classes 
tha^ stop in irdd-aftemoon. 

As in many innovative proci jams, otaff also spend many evenings and 
weekends, individually, or with others, working on program-related 
tasks, ^ - ' y 



THE CONTRACT FORM 



(CE)2 has adopted a letter of agreement form as its contractual 
docT^nt for all enployees— profesVional md support staff alike, 
^e (ffi)2 letter of Agreement, . written specifically for each 
position, states the terms^^of employment ind e^ectation?^ for 
each er^loyee. Including \ ^ ' ; „ \ 

^ 1 . date of er^loy™n't / 

2. supervision of e^loyee ^ 'i,; 



PBrsonnel ' (I tern 9 ) 



3. rats of ec?^ensation 

4. parsonnal b^ni^fitB to which enployee is entitled 

5. procedure for payMmt of salary 

6. any otiier terms md conations of en^loyinent that ha^^ 
been negotiated for the speoific position and^employee 

The letter is sipied by ]^th employer and employee and covers a 
twelw mwth period of time. 



CONTRACTED SERVICES 



Although volmiteer tutors are recruited by m)2, it has somatimes 
been neceisary to reintourse tutors for their servlcos to secure 
individuals with specific skills— in reading or mathematics, for 
exaflple. Other IBCT i»rograms may also find the need to contract 
with tutors, 

(^)2 has used tiie form illustrated an the following page to 
contract for tutor servires. As noted on the form, tutors are not 
enticed to the benefits of regular employees of the program. 



— — CROSS'-REFERENCE 

Appendix G displayB a sample week for each prafeBsionml staff 
position at (CE)^., nesm smnple weekB cm give a general idea of 
the time involved in dperati ng ^h e pra^ram^ 



MAmGEmNT ^ ORmNIZATION 



TUTOR SERVICE AGREEMENT 



Comffiunity Ej^ariencas for Career Education, Inc, , agrees to 
QP^^oy ^ f or the purpose 

of tutoring students from the (CE) ^ progpd^ln the 
follcifwing areas t ^ \ ^"""^^ 




4. 
5) 



It is agroea^^^ \^4 

paid at mpp^l^i^ per hour and will be 



will be 



paid for 4pt«ii^W^\^Qflced only. Hours will be ^ 
inconsistefffc-^wd. ac^^l houM and locations of 
tutoring sess^^ ^hould be mutually agreed to by the 
tutor, the BtuSemm and a (CM) 2 staff aesfcer. 

Both parties agree that no perionnel benefits will be 
provi^d, including such benefits as siek leaver 
vacation pay or other coritoibutions, 

/ 

lCB)2 agrees to make all COTtributiona required by law'"^ 
for such work* * /\ 

\ / 

Paynyant of salary will be made on prescheduled dates/ 

Ihis agreement may be cancelled by eit^^ party 
immediately on notice, / - 

■ . . / 

The signee agrees Uiat all emplo^ent is based on 
satisfactory performance and that no commitment as to 
the nun^er of hours to be worked is either suggested 
or implied* 
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I P&rsonnel (It&m 10} 

i 

Staff Development and Performance 




Define staff lines of responsibility, si^ervlsion and\ 
interaction 



Each EBCT t^ needs to identify its owi best working relationships 
and style, taking into accoimt emerging patterns of interaction 
among staff n^mbars, strengths and weaknesses of individuals, the 
personal management style of the program aaninistrator and other 
variables that could affect staff perfoniidnce. 



INTERNAL ORGANIZATION 

' \ ^ . , \ 

Internal organizational patterns should be clearly defined to 
allow for staff flexibilit/ and creativity and to encourage 
staff interaction iif all program activities.. Program operations 
should be characterised by open discussion of all organizationa l^, 
problems and by stafr^npt^T^~aclsions'^ affecting the progrmn^7 " 

'^'^^^^ - . \ 

Decision Making and Problem Solving 

It will be i^) to the program administrator to structure staff 
relationships so that problem solving and decision making can 
truly be shared, ihere is no one "best way*' to organize a / 
staff for decision making, and a&dnistrators^ will undoubtedly / 
encomter divisions in staff feeling over the way things should / 
be opfe rated. Regardless of team patterns, some ^staf f wiJU— ^ / 
probably think there is not enough tean involvemelitTn^ decision 
making and sore will think t.-ire is too much. 

(CE)2 has used the .following basic sequence for Vtaf f involvement 
in day-to-day problem solving ^d decision making? 

1^ ^ ekly staff meetings , ^gular weekly meetings have 
been the formalized mems for staff to share ideas 
Md observations ^out ongoing pr^^^am details, 
including^ work scheduling and p%^n in g. 

Task forcej^ .^ Smaller teams of two or three staff 
merrb?7,rs form as ne^ed to study specific problems 
and issues* 



mNAGEmNT & ORGANIZATION 



3, Group discussion of task force reconmendatlons . Ttm 
smaller task force reports its recom^ndations back to 
the total staff for disGuasion «id decision. 

^* D^^i^jgn by GOTiSensus. Staff ment?#rs analyM tl^i 

task force reGoimendation, brainst^&rin ttm proLlem or 
issue and try. to reach full agreentent on the solution. 
If consensus .^eems i^ossible^ the program administrator 
. makes the final decision* 

Within this framewrk, different staff menOsers take ihs lead in 
solving pr^lems related to their specific roles. 

Staff Information Sharing 

mare are some natural staff interactions that should ocaur in all 
mm programs to bring a varie^ of experiences and expertise to 
bear TO tee problems, md needs of individual students. 

The l^aarning manager aid enployer relations speoialist must work 
closely together in facilitating student learning, ^ey both 
mofiitor studint p^jects and need a regular basis for sharing 
information regar#ng individual stu&nts, Simlarly, the learning 
mahager and leaning resoiice apecialist must be in close touch 
regarding the i resource needs of students, \ 

»sp©nsibilitiW for studaht adcoimtability aid guidance are shared 
by all professional staff Minbars, and the student coordinator 
takes the lead; in design mnd delivery of these program features. 
To facilitate staff interaction and cooperation , in these matters^ 
1^)2 instituted regiUlar all-staff meetings (mon^ progress meetings 
and monm debriefings) to discuss student progress ijiJ^:aff^utive 
grow^. These sessiwis are lad by^tiie student coordi^^^tor , 



• — CROBB^RBFERENCES ^ 1 . 

Staff interaationB n&amsmry to the program arm also disaussmd in 
"Guidance," B tudQnt Servians , items 2 and 7$ "Site Utilization," 
Bmploymr/Conmunl ty . iesources ^ ' Item 6/ and throughout the Curricul 
S InBtruotion hMndbook* " '- — 
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PersonnBl (Item 11) 




Identify s^aff orientation and training needs 



Staff meiriters should be involved as much as possible in identifying 
their own deveiopinental needs, but the program atoinietrator sHouid 
also anticipate difficulties both professional and airport personnel 
* may encounter in their daily operation of the prograsi.^ Thm basic 
EBCE design is conmon^sense oriented «d relatively sirole to 
imderstandj strategies and procedures for operating the 
program are more oompleK, however, Altiiough new staff menfcers at 
(CE)2 have been ^le to move quldcly into tiie program^ they find 
the program more con^leK as they work with it* 



PROFESSIONAL STAFF NEEDS 



^ Staff Unity / 

TeonkTOrk is essential to tlie EBCT progrMn. This meeins ^at each 
\ individual team mentoer must un&rat&id his or her own role and the 

roles of the other ^team meflftoers^ in relation to delivery of thfc veal 
progrbfi. It also nfeans that r^taff maanbera should share coimion 
vali^s in relation to progrOTi con^pts and desi^ (shared valuea 
concerning student accountability standai;ds such, as pmctuaiiij^ at 
employer sites ^ for eKMple) * . , > 

Ihy progranr. a^u^nistrator should giv^ carc^ful attention to 
preparing^a. staff for the realities of the team situation, Ite^r 
mem^rs ne^d the freedom to reLiiin consistent to their ov?n 
particular styles of dealing with people aiid programs, mm staff 
should recopniM that SGm mentoers: ma^ ^ mp^e open md accessible 
tp students than others m%d tWkw a greater "following*" ^am 
cambers should be helped to TOderstand the reasons for the students' 
choices^ xaco^iM iind i^reciato differencas in each other's 
teaching and personal styles and learn to suppo^tt each otiier in 
relation to studenv ciioices and preferences. 



Understanding Program Goals and ExpectatloRs \ . 

_ \ /\ \ ' ■ ; • ■ ' \ \ ■ 

staff will need a thorough orientation to program goal sX^ including 
.time togethcir to arrive at a uoiranm lunderstanding ofXa^id qoiroitiRent 
to those goals, piis includes such things an total staff \ 
corardtment to having students le^n in the community and a \ 
willlnfneBs to trust Mmmimity nemberl to serve as Inetructorg, 



HAmGEmNT S OJiGANIzkTION 



Communicating Effectively With Others 



staff must be aware of the in^ortance of the student/staff 
negotiation proMss and should develop the skills that allovj them 
to -feel comfortable with the process. 



Staff must be prepared to interact continually with the students 
and to talk in t^rms that are readily understood by the variety of 
people in-.-olved in the program— students, parents, employers an.J 
coiranunity menijers. Staff must also be prepared- to interact wi h 
each other continually to share informatiou about student problems, 
behaviors and progress. 

PUnn^ng and Budgiting Time ^ " 

SCud;,n - , in an individualized pMgram ej^eet (and often need) 

t contact with staff mambers, and an EBCE Etaff must be 
pic^ jred to deal effectively with, this demand on tiieir time and 
energy. Soire structure to EBCS staff/student contact time is 
necessary to preserve staff sanity, but staf^ must also be 
accessible for informal student contact. 7 y 

individual staff mentoers should be prepared for specific kinds of 
time pressure. She program administrator and BBS, for escanple, 
will face the task of mai itaining adequate contacts with outside 
groins while wrking on internal problairs mder ;^hort timelinas. 
All staff members will find that, the p^pgram demands a substantial 
amount of recoraeeeping; ttiey will have to master the art of 
providing enough time to ireet stadent needs and still kee»- up with 
their paperwork. — - " . . 



SUPPORT STAFF NEEDS \ 

EBCE support staff are an essential part of the program team, 
especially in their capacities m recordkeep«rs and additional 
"friends" of the students, Tim ,m) 2 professiof.al staff has • 
relied hsavily on its support team to monitor student progress o 
stated program tasks and racord '■ha myriad debails that go into 
the student recordkeeping system. 

Thm support at- Bt'f should be f .imlliar with prograj. concepts and 
goals, expectations and baelc opaEational procedures. 4J,1 staff 



Pmrsonnel (Itmm 11) 



ntentoers, support as well as professional, will gatting questions 
from others about where tiiey are working and what ttey are doing, 
and all should be able to explain the basics of the program* 

— — =^ — CROSS-REFERENCE - _ — 

Appendix H presents a Q^tailed lifting of the personal/sQcial and 
prograj^related dev&lopmental needs that ^night mnticlpmted for 
the profBBSidMl staff of an EBCE program^ 
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MMAGEmNT S ORGANIZATION 




Design strategies for staff orientation and ongoing 
developnient 



SUGGESTIONS FOR STAFF ORIENTATION 

staff oriantation should introduce EBd program concapts and 
fc-ystenB and anOTer qiaitions about hw the program operates, 
including how learning is individualizad, delivared and recorded. 
The orientation should also include s ore brief program backgroimd, 
including how EBCE came about and why career education is gaining 
national Interest. All program personnel, professional and support 
staff alike, should be included in briefings on program concepts, 
int^ -relationship^ of staff and ciiain of command; 

Operationai procedures shoulfl be reviewed several times as staff 
bagln working with students. The program administrator might even 
consider devnoting fifteen mintites to one-half hour ea^ day during 
the first men to of operation to review pro^^ram details with staff 
and answer questions* 

The professional staff should work on team unity and cohesivaness 
at the beginninf of the program year as part of its orientation 
activities * * . . 



ONGOING PROFESSIONAL STAFF DEVELOPMENT 

1 ^ / 

For ongoing development,; thm program itself offers opportunities 
that can. enhance staff communication and interaction skills as well 
as serve program needs* Among these are continual st,if f/stu^^^^^t 
interaction and negotiation, as wall as meetings with parent 
Staff involvement in and evaluation of empldyer Instructbr 
dnvalopment sessions can sharpen toe staff*s own program 
parspactivas and enhance understanding of toe business community. 
^e annual staff /student retreat can aJso play as important a 
role in staff development as it does in student development. ^ 

In addition, there my be' speelfic insarvice activities tiiat can 
enhancn stafs skills- 'iti^ foliowing outline suggests tmm 
dmvmXommnt tdcjhnijues that might prove useful for EECE ptoarmE. 
It. i$ jnly a sainpie sdiadule to indicata the ^ kinds of orientation 
and liisorvice actiTitlas ttiat might moet anticipated personal 
program-related do'velopmental ne«ds of an EBCllprofessionai 
staff. (See F.ppendlx H for a listing of those needs.) s 



; Persormml (Item 12) 

/ 



SUGGESTED ORIENTATION .AND INSERVICE TRAINING 
ACTIVITIES FDR EBCE PROFESSIONAL STAFF 



Personal Skills and Role Developnient 







Wintsr 


Spring 


1 diy ^ J\mm 




Ri view f i|e4 atm , 
clarify rplea* 




Geal setting 
2 d^ys 




Us view, upds^te 


1 



Ifeam huilding ^yg^i building* Tmm building* 

(staff/itudent 2-1/2 days - January 1 day - hpsii 

2-1/2 dayi 



In te rpe rsonai 

ee^imicatiQrii 

workshop* 

4 dayi - July 



FoUsw^ 
interp*^ tsonal 
cpganuii^cations 



Deeiiion taking 

prpcess 

1 day 



Group prQEesi 
1/2 day 



wsrkahop* 
2^1/2 to ^ days 



Time utilisation 
fiarly June 
(wt th program 
atimi ni It rater ^ 



Ti^ utiliEation 
lindividuals 
with program 
admini m tr a tor ) 



MB^mmmmnt. of tisE 
utilizatiqn 
(with program 
a^inis trator ) 



Csnf Jiet inanagtfflent* 



Instructional Skills Deyelopment 



/ 





How to us 6 eontniLiity 


How to build 


Tart interpretation 


Student 


ifii5rnifrg resourdes 


* individual sLudtnt 


^ehni^uesi and 


rtcordkeaping 


t d.iy ' " ^ 

_ 1 


learning plaar ' 


aSsess^r^t 


prooedurti 


1 day 


proeef°ures 
i day 


i day 



'^MjTiud^ factli t.itcriJ mAght be considered tt f-ondu^t theoe aetivltiei. {See paqy/Sfi J 
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MMAGEMEHT & ORGANimTIOM 



Community Resources for Training 

An EICT scaff il»uld m^B use of all avails It connnunity resources 
for staff training. For instance* conmunitias may have 
professional associations of personnel directors from business 
and indust^^ who are involved in planning job enrichment programs 
fociiBing on interpersonal relations and hmnan interaction, to ^ 

staff might be included in such training programs ttrough 
the program's pontacts with the bi^iness coraiunity, 

EB^ program should also be open to inaervice training 
opport'jnities avail^le ttrough intermediate education districts, 
school districts and educational organizations, Ihm program will 
need some means of finding out about tdiese resources? perhaps 
the learning resource specialist could investigate staff inservice 
opportianitias while canvassing toe conri^mity for student learn mg 
resoi^ces, Ihe student coordinator and program administrator 
can also help keep tracdc of inservice opportLttiities through their 
regular contacts with the school district and high school. 

Using Outside Facilitators for Training 

Programs should consider using outside facilitators to conrluct 
staff training sessions, if possible^ even if tte student 
coordinator or program administrator is es^erienced in interpersonal 
coimnuni cations and other staff training techniques* It is usually 
not in "tte best interest of toe staff to set any one teMi meinber 
apart as an escpert in hmoan :Lnteractiai# toe most sensitive area 
in team development. Qbb of an outside facilitator has Ihe 
advantage of keeping the EBCE team togetoer both during a workshop 
and afteiwards, when th* staff as a -group can avaluate toe 
effectiveness of toe training session. 

Outside facilitators need not be a burden on a program's budget; / 
various agencies within toe comnimity (family counseling services 
and ^urdi related and community service agencies, for example) can 
often provida experts in the field of interpersonal relations at 
little or no ccst. 



— — CRQSS-^REFERENCE 

The strnff/^tudmnt retreat mentimed In the preceding copy is 
described in ''Guidancei^" Student Services , Itmm 5. 



/ 



it.: 



66 



Personnel (Item 13) 




Develop rationale, criteria and techniquas for evaluciting 
staff parfoCTiance 



The design of my personnel system for EICT should consider the 
interrelationships of racruitnient md selection, supervision and 
on-the-j^ training^ evaluation and feedback. , to effective 
evaluation process is necessary to detamine how successful the 
staff racruitnieni^ and selection process has been and ^Aim.t t^e of 
supervision and insert ce training should be i^ed* Staff 
develc^ment and followup evaluation should be ongoing^ 
recycling process and staff perfomance evaluations cm be an 
ii^rtant part of the total evaluation design. \ 

Perfomance evaluatiOTs may or may not be in accord with tiie 
procedures of school districts offering EBm. If programs are 
interested in developing a performmce evaluation system^ however, 
a fully representative staff coamittee should bel involved in 
developing the system, ^ce developed, the system should be xised 
for all enployees. 

The (01)2 program admnistrator is charged by toe \ board wl^h, ^ 
responsibility for conducting staff performance reviews according 
to the following procedures i ^ 

1. Thm program aAniniptrator and staff membe redevelop a 
description of the staff person's job; tlie istaff number 
agrees to that description and the specif iek work tasks 
are tr^sferred to the evaluation form* 1 

2. ^e program administrator evaluates the employee on 
each of the work tasks listed en the PerforirianGe 
Evaluation Review (see following page) , assiCiing 
ratings that rmge from outstanding to msatlsfactory 
^d adding specific coiraents on perfqrmwce as desired, 

3* The staff member evaluat^.s him or herself on khe smie 
work tasks, using another copy of toe form. 



^e administrator md staff member then meet 
and discuss their evaluations; differences are 
agreentent is reached. if possible and foUowup 
are negotiated. 



o conpare 
analysed, 
actions 



The review form is signed by both the administrator and 
enployee and fo^arded through the administratcir to 
toe {GE)2 board, The staff member can append any 
objections or reactions to the final evaluation form, 
if nacessary or desired. ^ ! 



MANAGEMENT & ORGANIZATION 



This annual review ^ro-ess is tied to the awarding of merit 
incraasas (r^e item 8, page 73)^ The program administrator 
provides the (CE)2 board with an an^ .^.1 review of staff salary 
and perfornianca ^d the program administrator is also si^ject to 
yearly performance review by the (CT)^ board. 



Hsm of ffnijitjyfe^ 



pTnqrSfT'/DiVifian ^ 
Pssifien Tifte: . 




TNs (St^^if riihrr'j nMriiiflP tsn^ irf^rHh tjf jhif fqlii»ing i 

lit Jd&KnfwIt^^ (§} COft^M* -VI 



! ) S^ifi&facffjry 

i I Ne^ds ifrprovameni 



BUSINESS 
MANAGEMENT 
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BUSINESS MANAGEMENT 



Susiness management procedure.^ deal with such operational 
matters as budgeting, financial reportingr offiGe routines^ 
insurance/ health and safety provisions, facility and 
transportation* 



PURPOSES OF EBCE BUSINESS f^NAGEMENI 

1. maintain a budget that anticipates and accoimnodates program- 
specific income and es^enditures 

2. establish procedures for auditing the progr/im and sijamitting 
financial reports to various audiences 

3. provide 'fiscal and office procedures that facilitate daily 
operation of the program 

4. -maintain insurance for students, staff/ enpioyer/community 

participants # property and vehicles associated vith the 
program 

5. operate a "home base" or learning center that effectively 
supports student activities in tte conniunity 

6. provide transportation necessary for full student access to 
widespread employer/community resources 



ASSUMPTIONS ABOUT BUSINESS MANAGEMENT 

School districts adopting an EBCE program will have provisions 
for many of these services in their own setting and will make only 
minor adaptations to existing procedures. 

Although many procedures for managing an EBCE program are similar 
to those of biisinesses and school districts ever^here, some 
procedures are unique to EBCE-»for example, insurance provisions 
f o r e mp lo y e r s i t e s * 



Efficient recoraceeping and logistics are essential in 'any 
program/ particularly one moving students about the community for 
widely varying learning experiences. 
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MANAGEMENT S ORGANIZATION 



THE PEOPLE INVOLVED 

The program admnistratDr is responsible for seeing that 
management and operations are consistent with program goals and 
for maintaining the program -s account^ility to fte governing 
ho^ , students, parents, staff and conimunity. Decisions regarding 
essential details of the program (insurance, transportation^ 
operation of the learning center and so forth) must of necessity 
involve the program administrator. ^e adtninistraftr will also 
be the chief staff TOntoer involved in budget fomulation, although 
all program staff may be involved in budget discussions. 

Ihe administrator may involve a program assistant and/or clerical 
^taff in managing the program on a day^to^day basis, depending on 
the size and organiEational structure of the px'ogram. 



t 

BusinBSS Management 



Steps to Follow 



BUDGET 



page 

Establish schedule for meeting budget deadlines 95 

Review budget items peculiar to EBCE program 96 

Establish budget categories j oq 

Finalize budget, c ri approval from governing 

budy and establish -ash flow 102 



FINANCIAL REPORTS 

Identify audiences needing financial reports 

Develop procedures to meet financial reporting needs 

Prepare and si^mit financial reports 



FISCAL AND OFFICE PROCEDURES 



^velop and implement fiscal procedures in 
accordance with accounting system 



10 



Secure and print forms and other materials for 
program operation 



INSURANCE, HEALTH AND SAFETY 



11 



Provide adequate insurance coverage for all 
program participants 



12 



13 



14J Assess available sites and select facility 



103 
104 
106 



107 



9 j Set up appropriate files for office records 111 



113 



115 



Satisfy health and safety requirements at employer/ 
community sites and learninq center -^'/^ 



FACILITY 

Identify iiujui u;^ . learning center 
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mNAGEMENT S ORGANIZATION' 



TRANSPORTATION 

Assess need for student transportation 



15 



16 



Arrange for transportation to acconmodate student 
needs 



Obtain parent approval for any programs-sponsored 
transportation plan 



IS 



Estiyblish procedures for coordinating the use of 
available transportation options 



page 

139 
130 

131 

133 
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Business Management (Item 1) 



Budget 




Establish schedule for meeting budget deadlines 



The EBCE program budget should be planned and approved in 
accordance with the timelines established by the'program' s major 
funding soirees. If the pTOgram Is set up to operate within the 
school system, the school district schedule should be followed. 
That will prob^ly mean developing the budget in December for the 
following school year, A program operating with funds from ot^er 
sources may be placed on a fiscal year cycle that begins in July 
or January^ 
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Review budget items ^ieculiar to EBCE program 



Contracts and Benefits 

EBCE programs may want to consider extended contracts for some of 
the staff, itie program administrator should hoTd a tt^elve^month* 
continuous contract a_nd other staff menders may need to have ten^ 
and^a-'half-month contracts. 

The staff at (CE) j work the year round, with the exception of the 
van driver, who works days that students are involved in program 
activities. Although (CE)2 students remain on a regular nine-TOnth 
school year, the staff spends its time profitably during the 
summer by identifying community resources, expanding employer 
support and conferring about ways to improve the program. Thmy 
also do some preliminary assessment and orientation work withi 
incoming students to save tiina at the beginning of the school 
year. The added burdnns of developing a new program and 
participating in demonstration and training have also contributed 
to the need for year-round work. 

Other special personnel costs to be determned by each program 
will vary according to available funds, negotiations and policies 
set by the program's governing board. These usually include 
provisions for merit or cosf--of-living salary increases, 
possibilities fox ;ial . .atirvice training and so forth. 

Agreements for Special Staff 

If the program offers students progran^sponsored transportation 
similar to that offered by CCS) 3/ a van driver will have to be 
hired for the school year. The CCE)2 driver Ts paid by the hour,, 
and the hours w^^ rke ' va^ from a minimum of two per day to a 
maximum of eight . Ifie program provides no sick leave coverage or 
perR^^nnel benefits to ttis aB^loyee, with the exception of 
cov /aye under the State Accident Insurance Fund CSAIF) , (Sae 
Item 11, page 115, for additional discussion of insurance coverage.) 

A full-time driver might be necessary for programs located in 
suburban or rural areas. If the program is set up in a 
metropolitan area, public transit may be mora cost effective, 
(See Item 16, page 130, for additional details about 
transportation options , ) 
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Business MmnmgBmsnt (itBm 2} 

i 



^tQgg (both volunteer and paid) are utilized in the EBCT program 
to help students in Basic Skills areas such as matiiematics and 
reading or to provide instruction in a project activit-.y in a Life 
Skills area. (ffl)2 often pays the tutors who are helping in 
Basic Skills. 



Transportation 

In addition to the cost of hiring a van driver, other costs would 
be added to the program if program^sponsored transportation is- 
planned. (CE)^ leases a van on contract from a local automobile 
dealership and also insures tte van and driver. Students driving 
to employer sites are relE^ursed for their gasoline (see Item 18, 
page 134, for reintoursemefnt rates), and students using public 
transit are provided with student passes and bus tickets. 



Facility 

^^le choice of facility for the learning center will naturally 
affecr program costs, and such factors as rent, utilities and 
custodial service should be considered in weighing the various 
choices for program location. (See Item 14, page 124, for a full 
discussion of toe options for location of a learning center,} 

(CE)2 rents its progrMi spac. ui a business office complex in tiie 
community bui - rent includes payment for utilities and 
janitorial services. 



Special Student Costs 

TOe individualizGd nature of the EBCT program results in some 
misnallaneous student- related ej^enses, such as tuition for 
students who ask to take classes at the local community college 
Iliese costs may either be borne by individual students or absorbed 
by the program* 

Another student-related expense may be incurred if students are 
sent to employer sites that require special gear or cloth ing, 
especially for heal to and safety reasons, me pr-grM^ ma^y^^ave 
to authorize the purchase of hard hats, uniforms and so forth- 

Programs might also need to provide food service for students, 
alth iugh ' .his has not been a budgeted item" for (CE)^ as students 
provide their own lunches and have program approval to eat in tJie 
coOTnunity and at employer sites . 



/ 
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MANAGEmNT & ORGANIZATION 



Printing and Duplicating 

EBCE uses a variety of progran-specif ic _ foms and materials to 
deliver its individualized learnijig program and record student 
progress. (See Item 10, page 114^ for a list of basic items that 
need to be reproduced J The cost of printing and/or duplicating 
these items must be figured into ttie budget* 

Data Processing 

Data procassiag may be another budget item to consider. In Oregon 
the computerized Career InformatiQn System is a helpful resnurce 
for (CE) 2 students. fte program also uses its computer nerninal 
for Basic Skills drills and exercises, giving students e.^erience 
in using a conputer in tiieir educational program. The costs of 
computer tlme^ leasing the terminal and providing paper and 
materials have to be considered in budget planning* 



Snecial Management Costs 

Oregon's State Department of Education rccomnend:3d an ind ependent 
audit in its guidelines for experimental and pilot proyratte. It 
is wise to include an annual audit in planning—especially for a 
separately governed prograin — because it provides protection for 
the program's administrator md governing board. The audit is 
also useful in preparing a variety of necessary financial reports. 

Programs operated separately from a school system might cDnsider 
obtaining the support of ^a larger educational agency to act as 
fiscal agent* In such a case, a fiscal managerent fee would be 
negotiated and charged to toe program. 

If the program is part of toe regular school district operation^ 
existing district insurance may be adequate to cover program 
operations* If the coverage is not considered adequate, ttia cost 
of revisions or additions to the present district policy should 
be included as a budget item for the EBCT program, (See Item 11, 
page 115, for a description of EBCT insurance needs J 

Meetings and Other Special Expenses 

Several regular meetings and activities incur es^enses throughout 
the year* Tfliese include developntent sessions held regularly for 
employer instructors, student racruitinent activities (for example, 
parent open house) , seminars held periodically at tiie learning 
center for atudents and employers and any otiier regular meetings, 
such as a monthly meeting of the governing board. 



Business M^nagertt^nt (Item 2} 



Provisions should also be made for reiinburseinen t for travel and 
n^als to support the community^ and employar-based activities of 
some staff meirbers. It is more cost-effective and productive to 
move certain staff meirtDers around in the community to attend 
^etings and visit enroloyers at the convenience of the enployers' 
schedules than to ask busy employers a.iid community resource people 
to meet at the program's learning center. A- (CE) ^ the program 
administrator is reimbursed for expenses incurred in the process 
of meeting with comunity menders and employers. fte employer 
relations specialists are also reimbursed for es^enses incurred 
for meals and local travel necessitated by site recruitment: 
activities, and staff members traveling locally on program^ re la ted 
business are compensated. 

The pa%™nt of stipends may also be a consideration for EBCE 
programs. The (CE)2 program, being governed by its own board of 
directors, provides board mr^bers with a small stipend ($25) to 
attend meetings throughout tiie year* The program also offers 
stipends to employers attending the employer instructor development 
sessions scheduled periodicall:^ during the year, and to resource 
people from the community who agree to participate in employer 
seminars for the students. These practices, however, are under 
review and n^y be discontinued* 
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3 



Establish budget catagories 



Each EBOi program will set up its budget in accord with its 
spacific fiscal manageMnt/accoimting system, and line item 
catagories will be determned by that system. However, as 
illustrated by thm following chart, EBCE budget plans should 
provide fer some special items. The chart lists 

1. standard budget items (for exa^le, salaries) 

2. provisions that should be made part of^EBCT budgets 
because of their rslevance to specific program 
activities (for exajnrple, insurance premiinns) 

3. optional provisions that result from particular 
management decisions (for exai^le, program-sponsored 
transportation)- 



\ 
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Business Mansgemnt (Item J) 



BUDGET ITEM BREAKDOWN FOR EBCE 



Standapcf iudget Itms 


Provisions Needed in an- 
EBCE Budget 


Optional Provisions for 
an EBCE Sudget 


benefits 


^ ro^ rani i i^i r.iA* r,i v g ) 


V ifi dr I r* H s^Alary 
J^>ilt . f I LVinq .ind/Or 


Staff 
Student 


^*•lr¥Ju^^L^'mr.^^;T for f^r- ■■n un= 
(mi U'.ii;- -^j ar„i f r;^-Ti 


Addi L'jnal t raru^port^tion 
r * M r?i V 1 r : ; » • m o n t- for t u t o r 








Facility and iutpiffc^nt 


; 




Te I €'phorie ar^ d < 1 1 1 1 1 1 i i 

_ . . _- 






Suppiiej* and mat*-r.ii] = 
Of fic# 
Other 






Print ingAhipl leatinn 










C.5mimter tiin^. terminal 
Ui ! Huppli*?^; (paper) 


SubcnhtractH .md ■ 
j agr^M>menc?i : 


Ttr *r and o-h*^r spf^^pal 


>ianaqomonf. f^e tor 


\ 


f'?r meals, nthnr ^xp*-nMp?i 
ifr; irrnd in mt^rtini? with 

\ 

MtM^tm^H and reUrvd 
oxr--^nB*-K (employer 
Jnnrru^Eor tralnm'j 

i t 'irlnn t r*? trqa t ) 

Mj ^-qlj. inlays ^f^vU^nt- 

.it. fjfjmrinni fy .^nl '?i , 
hnilth^ufnhy qr^if) 


stipends if tho ^jovarninq 
yr adytsory b ^ard meirt^^rii 
arn reimbyfHetJ for 
.ittnnding mf?otinq!i 

\ 

''v 
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MANAGEMENT S ORGANIZATION 




Finalize budget, gain approval from governing body and 
establish cash flow . . 



Antral to the hjiageting proceBS is tha naed to. reconcile 
projections, staff recoininendationa and desirod lina item 
provisions witli actual funds availablo. A tight budget may 
necessitate .staff conferences to discuss individual budget items 
and program needs, with various staff members contributing cost 
information about portions of the program' that affect their work, 
me program administrator will coordinate staff suggestions and 
conpile final budget figures. 

When the budget is finalized, it will be preserited to -the 
'program's governing board for approval. After the budgat is 
approved and funda^-allocated to the program, a cash flow must be 
established to enable the program to begin to draw on funds for 
e^^enses. 
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Business Management 



(Item 5) 



Financial Reports 




Identify audiences needing financial reports 



Ihe major audienaes for EBCT financial reports include the 
program's governing body and funding sources. Tax reporting for 
EBCE operated by a school district will be the same as for any 
other school program, but "a program operated as a private, nonprofit 
corporation like (CE) 3 would have to report its financial matters 
diraGtly to federal,' state and local taxing agencies* 

Governing Body 

/ 

Thm prograi!i''s governing bo^, whetiier a school board or a corporate 
board of di.rectora, must have complete financial records available 
and explained to menbers at regular intervals. A private, nonprofit 
coloration is legally required to maintain conplete financial 
records keep them open to its board of directors. 



Funding Sources 

Ihe sourcea that provide tiie' program" s funding base should 
receive a fin^cial report describing how aieir money is spent/ 
If a school district delivers a per-pupll amount to the program, 
the district should receive a report on its |money, even though ^ 
other agencies may be funding portions of tl^e budget. If taxpayers 
^re s^pporting the program as part of regular district operations, 
EBCE information should be included in any district financial 
reporting to the public. 



J. X J 
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MMAGEMENT S ORaANIZATION 




Develop procedures to maet financial reporting needs 



Governing Body 

(CE)2 prepares monthly financial statements for its board, as 
wall as a yearly report suminarizing the' information collacted by 
its independent auditor* /An arrangamant was made batwean the 
program and its fiscal agent to prepare statements of oparational 
axpandituras that tile program assistant sends to board menODers 
prior to each monthly meeting (see sample on facing page) . 

The financial statement indlGates budget item in relation to 

(a) expenditures in each category as of t±e date of the statement, 

(b) es^andituras allowed in ti\e original budget and (c) 1±e 
remaining budget balance. 



Funding Sources^ 

If toe program re'idep on several funding sources, an annual 
report showing total re^^nue and eKpenditures is advisable* Such 
reports should reflect indbme and expenditures of fimds from each 
contributor* Statistics can be supplied by the program's fiscal 
agent or business office* ' ^ 

Taxing Agencies 

As noted a,arlier> EBCl requires no special tax reporting 
considerations if set up as part of a school district. On the otiiar 
hand^' if toe program operates outside toe regular school; system as 
a nonprofit corporation like (CE)2/ application for nonprofit, status 
and tax exemption can be made from toe Intemal Revenue Service (IRS) 

^by filling out Forms 1023 and reqmred in toe IRS Application 

for Recognition 6f Exemption* Application 'for exempt status should 

^ be made as early as possible, I*he program tfditdnistrator should 
make a personal visit to toe local IRS office to clarify the 
purposes and organization of toe prograin and avoid any 
mis under standings to at might slow down toe approval process, which 
will take several montos* 

The employees of toe program (individual staff menders) will have 
to pay income taxes regardless of tax-exempt status, and the IRS 
requires that several sample forms be filled out by the employer* 
Circular E for nonprofit corporations, available from toe local/ 
IRS office, contains tables"' for computing the amount to be 
withheld from eadi employee. ft 



BusiMBss Managemnt (Item 6) 



Tax-eKen^t organiEations with gross reaeipts of over $5,000 will 
file IRS Form 990 by April 15 of each year.^^_ 

States like Oregon, with their own income tax requirements ^ will 
require a separate state in coma tax form* In Oregon/ 
orgmizations gaining tax-exempt status on the federal level can 
submit an Annual > Report for Charitable Organizations . With this 
report, the State of Oregon requires Federal Form 990 and 
attachments, an audit report from an independent auditing firm 
and a filing fee of SlOO* 



(CE)p MONTHLY FINANCIAL STATEMENT 




mmGEMmT & organization 




Prapare and submit financial reports 



The primary staff mender involved in preparing and presenting 
financial reports is the program administrator, Thm program's 
business officer (for example, from a school district business 
office) or fiscal agent provides necassa^ financial information. 
Information conpiled by independent auditors hired by the program 
may also be \ased. 
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Business MmagBmnt (Item 8) 



Fiscal and Office Procedures 



Develop and implement fiscal procedures in accordance 
with aocounting system 



FISCAL AGENT'S ROLE 

BBCE programs operated wittin school systems will hava fiscal 
serviceo parCorMd for ttiem b^^ thr school district's businass 
office. Programs operated separately from a school district^ 
however, may aither have to maiiago fiscal matters intarnally or 
may contiract with a larger agancy--the s^ool district itselfe or 
a ttiird pariy--to serve as fiscal cigent and handle the majority of 
the program 'f financial businass. 

(Cc)^^ Expenences 

Aft'tr its. est^lishmant^ the (CE) ^ corporation contracted witt the 
?loii.hwH^t Regional Educational L^bratory (NWMIL) to provide 
t^S'ial managemant BQpntm^i, nlthoi^h the program had its own budget? 
hm^; ^ccouTit^ c K*%cking acoonnt and purchase order system. (CE)2 
now ^JJ^c^ iumimn ity payroll checks, altiiough NWRa eontiriues to 
proviuw . .co^uJLl^g M^^r^v^mB, locluding tax reporting and conputation 
of |>^iy:;w;^'l El:e\i:€ h^n i£^t:> . 




PAYROLL PROCEDURES 



(CE.) 2 established Its payroll procedtees to be cor^atible with 
of its fiscal agent; the Nortdiwest'L^oratory* \ Staff on 
' iTsgular yearly salary are paid on .tiie l^st working day of each 
month. Hourly, part-time, tutors and other tempcrpry help are 
paid monthly, based on the nuntoer of hours woriced m indicated 
on ^heir time sheets. 

Time sheets are colladted twice. monthly, signed by the program 
administrator and.foward&d to this fiscal agent. Tutor time 
^ sheets are collected _^and summarized by dia learning resource 
specialist, and time sheets for the van driver and support staff 
are eollected and siamarized by the program assistant. 
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BANK ACCOUNTS 



Monies for the operation of (^) 2 ara.distr^uted Into te^o 
separate bank accounts 1 

s ■ . • , 

, - 1. an operations account carrying a balance adeguate 

to cover projected expenditures for a stated period 
of tinte 

a personnel account carrying a balance of SI, 000 
after salaries are paid 

The operations accobnt is used for expenses and purchases related 
to supplies, educational and operational mterials, relntoursement 
for staff travel and personal auto operation expenses, 
reir^uraement for staff Qut-of-poeket eKPenses, reinfcursement fqr 
student travel experises and all other program support purchases 
for amounts over $10 (the limit set for tte progra-t»s petty cash 
account) * 

llie program atoinistrator is peCTiitted by the (CE)2 board to make 
monthly expenditures up to $2,500, with items in excess of $2,500 
subject to tte approval of the board's executive connnittee/ 

The personnel account is used only for meting the program' s 
payroll, ?? 



PETTY CASH ACC 



The CCE)2 program assistant admnisters a pett^ cash account at 
the learning center. Petty cash purchases are not to escceed $10, 
All petty cash requests are given to tiie program assistant. If 
students are requesting pet^ cash, a staff signature must 
acco^any thm request. Staff otf students requesting petty cash 
sign a voudier for the amount received, A receipt, inTOice or 
other badcup evidence must be submitted for ^ach petty cash 
purchase. Any difference betfe?een a petty cash aivance and the 
actual purchase is resolved qn tiie basis 'of suqh 

receipts. 



BuslnesB Managemnt (Item 8) 



INVENTORY AND PURCHASING PROCEDURES 



The following procedures were set up by (CE)2 to handle purchas 
by program staffi . 



es 



]or purchases are made by quotation (two or three 
estimates or quotations are obtained for any item not 
specified by nmm in the program budget and for any 
expenditures of more than 12^500). General Services 
Administration (federal pur^asing agency) pricing 
is used whenever possible for purchases over $100. 

2* Purchase orders are typed by the program assistant 
and signed by the program administrator. The 
original is sent to ttie conpany and toe program's 
copies are filed- Wien ^e invoice comes in from 
the company^ it is checked for accural , payment is 
made by check and the transaction is recorded, 

3' General office supplies are purdiased from local 
business firms >r otiier selected vendors on 
purchase , order forms* 

The program's inventory is controlled by the progran assistant and 
the learning aide. Students and staff obtain supplies by 
requesting them from these too staff Mn^Ders, - 



REIMBURSEMENTS 



(GE) 2 program administrator and employer relations, specialists 
are reintoursed for escpenseB incurred with^vmentoera of the; conmunity^ 
especially employers (for exanple, lunches, involving program- 
related business) and ewanses Incurred by using personal 
autom^^les to travel in toe coimnunity on p^gram-related biisiness. 
All sta'ff receive travel reiiAursement for personal ca^ travel on 
program-related business, - 

Expenses under $10 are covered by toe petty cash accbunt, and 
es^nses over |10 are reintoursed from the operations account, ihe 
following procedures are used to #^e a claim for reintouraement of 
es^nses i r 

1, Reimbursement foritui are turned in to toe program 
assistant. . " 

2; The prograin assistant obtains toe program / 
administrator's signature for amounts, over $25, / 



IG 
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3. Expanses are reinfcursad either by check from the 
operations account or from petty cash, 

4, One copy of the claim is filed and one copy is 
V returned^to the staff member requesting 

reiirburse»tent* " = ■ 

(CE)2 also raimburses itudents for theiy travel to employer sites 
and to other appointments in the community* Bus tickets on the 
public transit system are pro\^ded, as well as gas reinfeursement 
for students using their own cars for car pools (see Item 18, 
page 134, for details). 



no 



/ 

Business M^nagment (Item 9) 




Set up appropriate files for offioe records 



The (CE)2 program set up. the following administrative film for 
office records. 



Employar/Conmunity Site Files 

Administrative records include originals of the following 
doGiMante, with copies going to tiie cumulative records of the 
employer relations specialist: 

1* a Latter of Intent and Indenmity Oo\mn^t for each 
participating employar/coiranimity site 

2. vouchers or attendance cards for paj^ent of employer 
devalopmant session stipends 



Personnel Files 

A file is maintained for each staff member/ containing 

1* Letter of Agreement (equivalent of program contraqt) 
2, copy of job application and teaching cartificata 
3* TO X-ray card 
4* performance reviews 

5* letters of reconttnendation and/or coiranendation 

Program Activity Files - ' 

h file is maintained for each progrm event> containing ^ 

1 . planning notes . 

2 * final agendas » 

3. participant evaluatiOTS of Uie event standardized 
forms) , 

4, staff evaluations of the event 
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i 



5* pertinent records such as the nun^er af partioip^ts, 

costs incurred, quantity of materials needed and so forth 

These files help provide time-^saving shortcuts and conaishency- in 
program planning. » 

Board of Directors File 

This file contwns board bylaws^ agendas and minutes of all 
meetings, attendmce records, TOuchers for pa^nt of stipends aid 
various airport information regarding board menftsers and meetings, 

Businiss Files 

The business records for icm)^ include 

1, leases and agreaments 

2, check requests 

3* ej^ensB raimbtufsement forms 

4. petty cash requasts and vouchers 

5, purchase orders 

6* invoices ^ ' = < 

7. copies of staff time sheets . / 

All records having to do with disbursements at funds, bank 
accounts, tax records and so forth are stored in a fire file for 
protection* r ^ / 



CmSS-EEFEmNCEg 



Thm storage of student records, inaluding Btudmnt mdndnigtratlve 
files, im deBanbmd in Xtmm 4 of "student R&aordB/' Student 

ProaedunB fojc est^llshln^ mmploymr amml^tivm rmmrds arm 
de&aribed on pages 47^49 In "Site Rearultmmnt/' Employer/ 
Commnl ty Msmouraes * 



Busln&BA Mmnagem&nt (Item 10) 




Secure and print forms and other materiais for program 
operation 



Prcgrams should give as much advance planning to forms *and 
materialE praparatfion as possible^ allowing adequata lead time 
for the- actual design and printing or duplicating processes. 
Forms and materials should be prepared in quantities sufficient . 
for a program year* ^ey should be on hand prior to fall program 
startup 11 with adequate time for staff to set up tiieir files* 

A summary of forn® and materials prepared for (CD^.is provided 
on the following page* Forms used for rputina office tasks (for 
example ^ purchase orders and expense reiiribursement foms) have 
generally followed the format of standard business forms avail^le 
in office supply stores* Program-specif ic foms and materials 
are displayed ttroughout tte EBCl han^ooks, as referenced below. 



CROSS-REFERENCES 



Staff-telat&d forms are displayed in "Personnel/' page 78 (Tutor 
Service Agreement) and page 88 (Staff Perforimnce Review), p. 
Busin&ss^relat&d fornm are displayed on page 105 (monthly 
financial statement) and 131-135 (transportation) . 

All student-related forms recomnended for an EBCE program are 
displayed and described in "Student Records /' Student Serviams r 
Items 9-14. The Stuient Hand^k is reprinted in Appendix 

Materials used by students are dlBcussed in Curriculum & 
instruction . See "Projects/' pages 220-^232 / "student Journals 
pa^eB 427-452; "Cmipetenaies ," pages 349-407; "Career Exploration/* 
pages 137-186. Predesigned projiats arm illustrated in Appendix 

Employ er/Conmimlty Resouraes refers Ito the preparation of materials 
for employer/ community site recruitment on page 45 and for 
employer instruapor development sessionm on page 98. Forms needed , 
for site utilization are described- on pages 125-132, 
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SUMMARY OF (CE)^ FOW^S AND MATERIALS 



Site-Rtlattd Foms and IRS RiC9rds 

Latter of Intent 
Indenmity Covenant 
Learning Site Aiialysie Form 
Employer Card 



itudent Infontiation Card 
Student/ln^loyer Instruator 

Contract 
Maintenance Visit Record 
Employer Instructor teport 



Student=Rela^ed Forms 

itudent Application 
Student Profile 

Laarni[ng Style ielf^Assessment 

Onsite Basic Skills Aaaessment (ortional) 

Basic Skills Prescription Pad (optional) 

Sign In/Out Sheets 

Student itatus Board cards 

student Escperience Hecord 

Weekly Time Report 

Accountability Write-'^ 

Learning Site Utilization 



Student Ivaluation of 

Learning Site 
Student Performance Keview 
Project Ivaluation 
Life Skills Project Record 
Co^etencies I^oord ' 
Skill Developn«nt Hecord 
Zone Debriefing 
Record of Student Performance 
(a portfolio of several forms) 



Administrative and Optratlons-Related Fornii 



, student Transportation Agreement 
Student Transportation Options ' 
TranspSrtation Request 
Student Transportation Route 
Transportation Reimbursement 

Request 
Staff Letter of Agreement 
staff Performance Review 
Tutor Service Agreement 



Budget forms 

Monthly financial statements 
Purchase orders, vou^erBr 

receipts 
Staff time sheets 
Standardized forM for 
participant^ e^luations 
of program and events 



Katerlais ; = 

Enployer Informtion Packet I 
Employer ^edclist for Explora/tiCTis 
Student I den tifi cation Card 
Varioi^ guidelines for partieipants 
Program descriptive materials 



Student Hancttiook 
^mpetencies p^^orkbook 
Student Journal Guida 
Predesigned projects 
Project tomm 
Is^loration Package 



(For infomation on individumi item/ Bee thm. pr earn ding crosB^jcefmrence^ 
ajitf also the Index beginning on pAge 283, whi^ limtB it'mm under' 
BumineBS Forms , Inst ruationml MatmriAls, Site Forrd^ and Student Form.) 
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' ■ \.____ 

Insurance, Health and Safety 



Provide adequate insurance coverage for all program 
partiGipants 



BASIC INSURANCE REQUIREMENTS 



^BCE programs need the following basic kinds of coverages 

1^ general li^ility to cover participating employars 
and studants on learning sites, protecting 
■ . employers from all risks, li^ilities, claims or 
demands for personal injury or property damage 

2. accident insurance to cover minor injuries to 
students and staff in or around tiie learning 
center 

3*. transportation insurance to cover students and 
staff enroute to prograrfHrelated activities 

41 personal injury protectlQn for students at 
learning sites 

Schobl districts already adopting IBCT programs are generally using 
their existing district. ll^i^ity policies to provide coverage for 
participating employers and students at learning sites. The 
employers are signing Letters of Intent to participate and 
Indenmity. Covenants are being enacted on Uieir behalf, (See ae 
(ffl)^ eKanples of ^these documenta on pages 118 and 119 j 

Districts are requesting parental proof of accident insurance 
coyerage for EBCB ^students or asking that parents buy into the 
district accident insurance plan covering students in s^ool= 
related activities* EKisting district transportation insurance 
is used to cover students and staff enroute to prQgram»related^ 
activities- 

^ \ ^ ^ ^ ^ ^ ^ . / 

Personal injury protection for students at learning sites is 
provided by the student's own coverage (verified by parents) , the 
district's coverage for students participating in school activities 
or through a statewide plan--Oregon*s State Accident insurance Fund 
(SAIF), for eKan^le, protecting students in school-related work 
situations, , ' 
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(CE)2 INSURANCE COVERAGE 

^ ■ 

(CE) 2 developad an insuranae plan with a private carrier. l*his 
poliGy was written at. a special rate, and the first program year 
was usad as the basis for building an appropriate rate schedule 
for an BBte program. OTe (CE) g plan has tiie following general 
features^ 



Employirs 

h sizable general li^illty policy covers possible negligent 
behavior on the part of students participating in program activities 
at learning sites and protects employers from all risks, liabilitias 
claims or derminds for personal injury or property damage incurred 
while their site partiQipates in the program. 

Whan employers sign Latters of Intent to host students at their 
places of business. Indemnity Covenants providing automatic 
liability coverage are enacted on l^eir behalf (see documents 
displayed on the following pages). These make the (CE)2 corporation 
liable for any accidents or injuries to enployees caused by students 
(CT)^ sends its insurance company a quarterly list of employers 
actiye in the prograin* 



Students and Staff 

\= 

A health and accident policy on each student and staff maimer covers 
, minor injuries that might take place in or around the program's 
learning center. Students and staff are also covered by thm 
program's transportatibn insurance while enroute to any program- 
related activity * . 

In^ addition^ State Accident Insurance Fimd (SAIF) coverage for all 
program students is carried through tte Tigard School District, 
which maintains SAIF covet age for the high school *S' cooperative 
work experience program. Employees do not have to provide 
industrial accident insurance for (CE) j students because SAIF 
provides personal injm^ protection for the students at learning 
sites. 

;(CE) 2 students are eligible for SAIF coverage because they a:^e 
legally enrolled in the district, The (CE) j students are added 
' to the high school's reporting roster , and (m) 2 rei^urses the 
district for cost of this coverage. (^is arrangement is written 
intevtheworicing agreement developed beito^een the district and tCE) , 
reprihted in AppandiK 0* ) , 2' 



■ - ■■ ij 
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Busin&ss ManagemBnt (Item 11) 



Program and Property 

Thm {CE)2 insuranca plan also includes t^o features unique to i£ 
as a privata , nonprofit coloration* 

1, A personal injury liability endorsement was purchased 
by the program from its private insurance carriar to 
protect die corporation ^ administrator and mencers 

of the board of directors against suit in any cases 
of alleged injury, falsa arrest^^ malicious 
prosecution r detention or imprisonmant, libel, 
slander, defamation of character, invasion of 
privacy, wrongful eviction or wrongful entry. 

2. In addition to the health and accident policy that 
covers both staff and students for minor injuries 
at or around the learning center, a comprehensive 
property insuranca package was retained through 
\CB) 2^ ^ insurance company* Hiis property 
insurance includes conprehensive liability (protects 
the corporation, participating employers and their 
proper ty) and fire (protects furniture and 
equipment) - 
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LEHER OF INTENT 



TO 



(Program and Atoinistrator^ 
CQmpany % 

Address : 

Phona s 



Participation in Commimity E3^erlences for Career Education {CE) 2 

Our fim will provida learning aj^eriences for a maxima of studenti, 

agas 16-ia, Wa will hava the opportmiity to Interviaw the studants prior 
to beginning their learning pariod. Wa reserve the right to cansel our 
participation in this program at any time. Thm time the student will be 
witii our fim will be by mutual agreement between both parties)' but will- 
not exceed five days per week or seven hours in any one. day without a 
written waiver from toe student* s counselor. 

We mi^rstand that st^ents will TOmply with our rules as specified, will 
report pro^tly for work assignments ^ or will call our employer instructor 
if unforeseen circinistances Interfere* 

Q\a employer instructor for this program will be 



Po&j tian 



Phorm 



Time Arrangement 



Iievel of Student InVQl\minent 



B3^1oration Level 
Learning Level 



Signed 



Skill Building LevtvT 
Special Placement _ 
Other 



Date 



EKLC 



Business Management (Item 11) 



mmmm covenant 



heroinafter terBied "CooperatQr, censencing to isarticlpate 
in the pilot undertaking of COMMUTlITY EXPERIENCES FOR CAREER EDUCATION (CEH, INC., 
an Qre^n cofpofatiQn, herginaf t^.^r termed (CE)^, whyreby high school level trainees 
in the work ti^rieneeC^program will be assigned to Cooperatoy'l .acEivity, (CE)^ ^es 
hereby esvenanc and agree to save, hold harmless and indemnify C^t-'^rator for and 
from any ainounts that Cooperatsr shall be obliged to pay pursuant to deGrte or 
judgment of aiiy eourt of competent 3urisdiGtion, arising by reason of Coopera tor's 
partieipation in such work experience program, including, but not limited to 

(a) Ciaimi or demands far wages or compensation for personal services 
rendered by trainees in the program 



(b) 



Damages due to injury to the p^rlon or property of trainees 
the program 



(c) Reasonable attorney'^ fees Incurred in defending against or opposing 
claims or demands of trainees and court costs allowed 

"Ihat (CE)2 shall and does hereby bind itself to obtain, keep and maintain and 
pay the premiisn for personal injury and property damage insurance coverage in a 
GOs5>any regularly doing business in the State of Oregon, with limits of not less 

L ._ . ... ^^^h person, $ each eccurrenee and S property 

damage, with respect to any and all risKs included within the purview of~ 
Paragraph (1) hereof, and shall cause to have the Cooperatsr named as co-insured 
thereunder and {CE)2 shall promptly furnish to Cooperator a certificate of such 
insurer cenformlng hereto^ 

f^)2 represents that all trainee participants in the work experience pilot 
prof ram are enrolled as students of Sdiool District No. 3 3j, Washington and 
Clackamaa Caunties (Tigard) , Oregon, and that coverage will be provided through the 
State Accident Insurance Fund pursuant to the revisions of Section S56.033 Oregon 
Revised Statutes, 

Wis indemnity covenant is executed this day of , 19 

pursuant to resolution of its Board of Directors'by its duly^authoriEed undtxsigned 
officers. . / , 

COMMUNITY EXPERIENCES FOR CAREER EDUCATION (CE)^* IXiC. / 

^ - Diai rman 

By- _ Secretary 



STAll: OP OREOTJ) 

)Sg. 



\ 



County ef Washlngi;on) 

this day of 19 personally appeared 



and 



who, being duly sworn, did say that they are the Oiairman and Secretary respecVively^ 
of COMMUKII^ EKPERIENCE| FOR CARBER EDUCATION CCE)^, INC., the within named ' 
corporation, and that said instriajent was escecuted in behalf of said cor^ration by 
.luthority of its Board of Directors, and each of said officers acknowledged said 
instrument to be the voluntary act and deed of said corporation. 



Before me i 



Notary Pi^Uc for Oregon 
My Coiranission expires i 
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Satisfy health safaty reqiiiraRiejita at en^loyer/ 
community sites and learning center 



Learning center faciiities should be carefully designed to meet 
all stater county and city health requirements and fire codes. 

In the career environinent , students must follow the same health 
and safety rules that govern empioyees at the site they are 
visiting. To insure student safety on job sites, im) 2 decided to 
purchase my special safety or health gear required for student 
performance at an employer site. Such gear might include goggles, 
welding outfits, hard hats or safety shoes. 
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Identify major pulses of learning center 



The EBCE learning center serves primarily as a "home base" for 
supporting student activities in the cofflnunity. the centeT- also 
provides services to the enployers and other conmimi^ individuals 
who work with students. 



Center for Negotiating Learning Plans 

IBCE staff and students need, a central place where they can 
negotiate learning plans and work together to manage the learning 
process. Oia space should provide a plaasant, relaxed atmosphere 
that is conducive to independent study. It shouJ.d also provide 
private offices or cubicles for professional staff men^rs. 

Clearinghouse for Instructional Materials 

A learning center should provide ready access to the resources 
(people and materials) necessary to support student learning and 
should serro as a clearinghouse for student career environment 
activities. Students need information in addition to what Uiey 
get from their involvement with the world of work, and 
instructional materials should be provided at the^nter as 
supplementary data to fulfill needs for skills or knowledge that 
are not met in any otiier way. mw learning center should provide 
only those resources that are either unavailable or insufficiently 
present in the commvmity, howe-ror. Students should learn in a 
real wrld setting as much as possible, and the center should give 
them the information they need to find resources in the conmunity. 



A Gathering Place 

Employers, parents, sdiool district personnel, students and other 
mentiers of the conmunity may come together at the center to solve 
mutual EBCT problente, plan activities, tutor students, exchange 
Information and generally keep in touch with each other. 
Employers and coBm\mlty people can benefit from being ^le to 
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meet at the "hi^" of program activities j they become, even more 
personally involved in the life of the program than their site 
participation allows. 



A Management Center 

fte board of directors or advisory board will use the learning 
center as a place for its meatings; location of tte program 
administrator's office at the learning center will help keep 
administration "close to the action.*' 

A Communications Center 

The leading center can serve as the central location for posting 
and announcing currant and relevant local career and community 
events and activities for the benefit of progrOT students, staff 
and otHers. 



A Demonstration/Training Center 

The leaCTiing center could also serve as a central training center 
to inform ^the school district and others about the EBCE progran 
and to train interested staff in EBC^ concepts. 



/ 
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Assess available sites and select facility 



SPACE AND , DESIGN CONSIDERATIONS 



When cohsidering various options for locatiCTi of the learning ^ 
center, consider the following space recoimnendations, based on 
(CE)2-s es^eriencei 



Indispensable 

These areas are necessary for any IBCE program i 

1- work/study ^ea for students 

2 * conference/meeting space 

3. professional staff offices 

4* support staff offices or work arei 

5. student lockers or cubicles 

6. storage space 

7. learning si^port center to house progrMi materials and 
media ^ 

Important 

The following areas aid-pf ogrra operations i 

1. \quiet area 

2 . sign in and out area 
3* reception area 

4, bulletin boards, including space for Student Status Board 



Supplementary 

The following areas are useful, ^if they can reasonably be. included s 

1, loimge/eating area (an infonnal gathering place) 

2. telst^e/conputer room 
3* film viewing area 

4* large group space in addition to conference area 



i 
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HOUSING THE CENTER ON CAMPUS 



EBCE programs can be housed on a high school cainpus^ but an attempt 
shoiild be made to provide a "home base" for participating students 
separate from the regular high school classes. Since student 
learning activities are mostly diversified among commmilty and 
employer sites, tte program* s learning center should give staff 
and students a ^nse of togetherness, 

EBCE programs housed on campus will also have to reconcile any 
differences between provisions for tlieir students and staff and 
procedures for the high school at large. Potential differences 
could include the following i 

Traffic on and off the caspus i Many schools 
maintain a closed canpus during s^ool hours. Ihe 
flexible schedules and off-canpus appointments of 
EBGE students r as well as the nuirtjer of adults who 
may be coming and going (for examplef visitors^ 
employers^ conpetency certifiers) may conflict 
with school policy. 

2, Differences in staff roles and e^ectations i EBCE 
staff roles will differ from those of t^e faculty 
of the traditional high school* Thm employer 
relations specialist ^ for eKample, will spend much 
of the time away from the learning center, ^e 
different activities of the EBCE staff could cause 
internal probl^iis if not mderstood by the high 
school staff, 

3* Smoking attitudes i iCE) 2 staff TOirbers believe 
that the learning center should be a realistic 
reflection of a work place. Since students spend 
a large part of each day on employer sites where 
smokii.g may be coirffnonplace, (03)2 permits smoking 
in the lomige area of the center, ^ Such a 
provision might or might not be allowed in a 
learning center located witJiin a high school* 



LOCATING THE CENTER OFF CAMPUS ' 

{CE)2 was conmdtted to locating its lea^iing center in 1±e 
Goninunlty, and the program es^lored lAe possibilities of remodeling 
a houaa# utilizing a Btorefront or acquiring professional quarters, 
Somf types of "found space" were avoided because it seemed 



/ ■ 

; / ■ 
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in^ortant that career education not be relegated to a basement-like 
at»osphare, althougji otiier programs may be equally committed to 
locating in "fonnd space," 

As each alternative was examined, suggestions were sought from 
parents and community menders . The remodeled house idea was 
rejected basically because it might project a less-organized, 
free school image. In addition, a great deal of remodeling would 
be necessary to obtain the business-like appearance that planners 
felt would enhance relationships beta^een the program and employer 
■and conmunity groups, and parents wanted to locate the center in a ^ 
cle^, modem facility, 

The storefront notiOT was favorable because of the program's 
association with the husitm^K -onmiunity. It was discovered, 
however, that most leases ecvsred too long a period, required too 
high a rent and sometimes required that a percentage of profits 
be returned. Since (01)2 operated as a nonprofit co:^oration, this 
last requirement made a scoiefront option out of /the question; 

In looking at prof essiOTic V quarters , several factors dictated 
the final choice of locating toe progrM witoin the Tualatin 
Valley Professional Center. lhe£e factors are summarized below. 

Proximity to Tlgard High School ^ . I 

Tigard High Sdiool supplies the pool of students from which (CT), 
students are drawn, (OTJg students are leg^ly enrolled irt tiie 
high ach^>ol and may participate in many of its activities—classes, 
sports ,^ cafeteria, entertainment and so forth. Many (CE)2 students 
ride s^ool bt^es to the sdiool, where they are picked up by tiie 
(CE)2 van for tr^sportation to tiie leaniing center at the start 
of eadi day, Ihe Tualatin Valley Professional Center is only two 
miles from tile high sdiool. / 

Proximity to King City - . 

King City is a retirement co^unity adjacent to tiie learning 
center site. (CE)2.c« draw senior citizens from this community 
to serve as tutors and in otjier special resource roles. 

Location on a Major Arterial ' 

mie learning center location is on the major highway connecting 
Tigard with other suburbs communities • ^is location also links 
the center to several freeways leading throughout the greater 
Portland metropolitan area. 
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Design Freedom 

At the tiM tha decision was made to locate 1^)2 at the 
professional canter, the office coi^lex was still being dasigned. 
This pemittsd (CE)^ staff and stuctents to specify their own 
requireMnts for the center's interior (placeront of walls, 
types of carpeting ar^d so forth) and to guarantee that the 
building met ci^rent ^building code reqm.rements for educational 
facilities* i 



Costs 

Space at the professional center was available for approximately 
S5.25 per square foot^ which was about $2,00 per square foot less 
tiian any other facility in tiie area, 

Appearance 

It was felt that the center, in its professional office 
surroundings, would project an image conduciw to employer/ 
commimity cooperation with program goals. By integrating physical 
appearance with the general life style and values of the 
sv^rounding coramunity, the learning center would lend credibility 
^d insure pleasing visibility to the e^erimental program it was 
to shelter. If the present facility had not been avail^le, a 
house would have been rented and remodeled to present an image to 
which the business commimity and parents could relate. 

Parking 

The professional center provided its own parking lot smd 
specified parking spaces in its lease arrangentents . Ihis seemed 
adequate to provide space for both students and staff. 



THE (CE)2 LEARNING CENTER 

student and staff participation in thm design of the center's 
interior guaranteed that the spaces were arranged and decorated in 
a fashion suitable to (m)2 program goals, to open space desi^ 
lends e^hasis to the learning center's basic clearinghouse 
f mictions I isolated areas around its perimeter pemit staff ^d 
students islands of quiet when solitude is necessary. Acoustical 
eeiling mata^tials, CMpeting^ drapes ^d severaJ kinds of movable 
space dividers help OTntrol noise witiiin the bi^lding. Exterior 
noise is affectively eliminated by the bi^lding's brick 
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construction and by tiie fact that it is set back some dist^ce 
from toe highway, Mr conditioning helps m^e the building 
comfortable during the warn sumner months^ whan the staff uses 
the facility for planning and devilopmentel activities. 

tte size of the learning center during the first'program year was 
approximataly 2,500 square feet. Bafore the beginning of the 
sacond program year, the size was increased one-third (900 square 
feet) to accommodate increasing the ni^er of students from 25 
to 50* This extra space was intended to provide enough 
'-breathing ro^" to resolve many of the space and noise problems 
encountered dicing the first year* It was discovered, however, 
ttat the additional space was not sufficient to meet the demnds 
placed on the facility by doubling the number of student-s. 

Activities taking place at the center also proved to be too 
diversified in nature ^d to require more interaction (and 
therefore "noise") than might reasonably be accommodated in the 
amornit of open space currently built into the center's design, 
Ej^rience suggests that a modified open space, making use of more 
glass walls to contain sound and yet convey a visv^l openness , 
would be more e^^edient for this ^pe of program. 

Space Al locations 

The f loorplan following shows the separate spaces that help 
differentiate the various activities occurring within the center. 

program achdniatrator ' s offiw provides an enclosed place for 
secitt^ing critical progrMi records and for private discussions with 
students, parents and visitors. Locating the program assistant's 
desk in the reception area enables that person to maintain close 
contact with tte atoinistrator, as well as to Interact with the 
pt^lic* The conferenca space serves a variety of small and meditmi- 
sised group meeting needs, including those of the program's board 
of directors. Wien the fol^ng wall is open* it becomes an 
extension of the larger leaCTiing center commons spaqe '^d may be 
used by students and staff alike for small neetings* laying out 
projects on the conference-siEad table and so forth. 



Ne*t to the conference room is the desk of the clerical assistant . 

learning aide 's offiM also torders on the commons area. 
Ihair location keeps tjiem in touch with irost of the center and 
permits ttem to perform the many support tasks naoessary to 
expedite student and staff activities. Two employer ral itions 
specialist offices fl^c either side of the coSnons, naking them 
readiiy accessible to sti^ente and staff. 

The learning center coMnons is a large work/study area containing 
study carrels as well as tables and chairs for individual and 
group activities. I^e conrons also includes shelf space for aadi 
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Student to store balongings and a telephone message rack with a 
space for eadi student- The learning resouroe specialist 's desk 
Is situated at Uie heart of the coanrann Surrounding ^iTs area 
are the catalogs, reference books and t ther instructional 
materials and hardware necessary to support the curriculim. 
Having a saparate computer terminal room n-ffectively controls the 
noise of the computer and also provides an additional space for 
qi^et study when the terminal is not in use* Specific enclosures 
have been designated for quiet study . 

TWO areas used by the learning managers and the student 
coordinator 's o'ffiGe complete tte perimeter of the learning center 
commons. Several of the areas are separated visually by attractive 
room dividers tiiat also serve as posting boards for announcements 
and so forth . 

Finally, ttie eating and loimge areas, whidi attract tiie most 
"interruptive'' kinds of activities, are located on the opposite 
enu of the learning center from the commons area, where most 
student study takes place. Many potential noise and disturbance 
p'feOblen^ are eliminated by separating the ti\?Q areas of the 
learning center capable of accomnodating large nu^ers of people. 



FLOORPLAN OF (CE)2 LEARNING CENTER 




Adfiinistratar RECEPTION 



Program 
Alshtint 



t 



128 



Business ManagmmBnt fxtejn 15} 




Transportation 



Assess nead for student transportation 



Student transportation is an important consideration for an EBffi 
prDgrp ba cause students spend much of their time in the community 
visiting employer sites md involving themselves in co^unity 
activities. Program raust provide some means for transporting 
students from the learning center to employer/comtunity sites. 

"nfansportation options must accotoodat^ multiple stuc^nt 
destinations and a variety of tine requirements. EBCE students 
iisually visit their ei^loyer/Gommunity sites alone ,^ thereby 
necessitating a scheduling system to track many individual students' 
daily plans. In addition to activities at enployer sites ^ which 
occur throughout the school year, individual students also m^4 
and must keep ^^pointojrits at other consmmity sites to meet \ 
conpetency requirements, work on projects and, in general, 
piffsua their ooranunity-based learning plans. 

If tiie progrm is located at a regular high sbhool^ a major 
concern will be transporting studente to program- related act:ivities 
after they arrive at school, Hie task is more conplicated if the 
progr^'s learning center is situated away from the regular high 
school. In (CT!}2's case, school buses bring some students to the 
high school, then program- sponsored transportation moves them from 
the high school to the learning center in the morning and back at 
toe end of the day. 

If the progrMi is located in a city with adequate public transit^ 
EBCE may be able to capitalize on that system and awid 
con^rehensive program-operated transportation* The employer 
relations specialist, in particular, will have to decide the 
maKimmn geographical rwga for site recruitment, keeping in mind 
the capabilities of the student tr^isportation systam. 



1 

^ w u 
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Arrange for transportation to aGCOimnodata student needs 



.^ns traniportation resources of the oomm^ity shbuld be studied 
earefully/ including availi^la pi^lic transit (routes and 
schedules), possible use of school district vehiolas, advantages 
tad limitations of allowing students to use toelr own automobiles 
to travel to and from learning sites and the possibility of 
leasing or purchasing a van from one of tiie employers in the 
eommunity (possibly even a pTOgr^ participant) , 

<CT)2 provides seven transportation options for its students i 
1. metropolitan bi^ systems (insured public carriers) 

i 

3,, personal or famly auto 

3, student car pool 

4. program vehicle 

5* volunteer adult driver 
6, school district bus 
7* enployer vehicle 



Buying or Leasing a Program-Sponsored Vehicle 

Early in plwming for (CTJgf staff decided to lease a van to 
transport students from the learning center to tiie appropriate 
learning sites in the commmity. In practice^ studentt have used 
the van TOre than other trMsportation options available to toom. 
During--the first ym^s^t^^^mqim opm^ktiGn, the vari was driven 
over 22i0^0^©ilMr^^^^en the nu^er of students doubled in the 
second progrMi year, ^e van logged close to 16|000 miles during 
the first quarter of the yeai' alone. 
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Obtain parent approval for any program-sponsorfid 
transportation plan 



At the beginning of eadi program year, (CT)2 parants eign tii* 
transportation agraamant toim (sample below) to inform staff of 
^e transportation options toair sons or daughters may use* ae 
form states ej^licitly toat any means of transportation ottier tjian 
jjidlcate^d"(hitdihiking, for example) is witiiout the sanction \of 
the program and is undertaken at the student's own risk. 



STUDENT TRANSPORTATION AGREEMENT 



# fiimn our 



It Is our undars tanking thmt n, n^B , j r- fc triTr rn n * ^j-v^n c 

parMssion to partiGipate in Is^riAeSHBiVd Cmraer Iduamy^on, will be 
aDirlng aaong various learning sites In the eownuni^^, H©/she has our 
peraisplon to drive or to travel only by the means of transportation ^obked 
belovi 



Hetrc^olitw bi^ systems 
Personal or fmily autij 
^ Student oar pool 
Program vehiele 



^ Volunteer adult driver 
Q i^ool district bus 
f"^ Inployer vehiole 
Dther (sj^eify) 



toy other means of travel # sush as hitcWiiking, is wittout the sanction of 
^e 1B(^ program, and the student asiiuaes all risk. 



Signed I 



Father 



student 



The progrm carrier prii^ry Utility insurance on thm EBCS vehiole to 
Gover bodily injury and property daaagei se^ndaiy li^ility insuriuice 
oovers bodily inju^ and preperty damage that nay be incurred by fltudents 
traniported or driving in otiier vehioles^i 

Staff will be a^ised of the mt^s of tr^sportation approved by tiie 
parents Qf_ yfelly Robbing and will not faiowledgeably sause him/ 



her to be tr^sported by any other means. 



D^tm . 



i/25/75 



Prog f mm Administrator 
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Ihe program's insurance policiei (see Item 11^ pages 115-119) 
include coverage for students while enroute to any program" 
related activity. Parental approval of a student's transportation 
options does not cause the progrMn's liability to be waived, but 
it does es^^lish tiiat the program proceeds in a "rational and 
reason^le" manner in its attenpts to provide for student safety* 
Ihe Student Transportation Agreement may be of assistance in 
disproying negligence if an accident occurs and legal proceedings 
are brought against the program. 

After receiving toe parental agreement forms ^ (CTjj k^eps track of 
eacA student's options on the form illustrated below. 



STUDENT TRANSPORTATION OPTIONS 



Student Namt 






✓ 


✓ 




✓ 














✓ 










✓ 






















✓ 










1/ 
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^ CmsS-RSFERENCE 



■ 

(CE)2'B praaedureB for aomplmting and using all transportation^ 
nlmtGd forms mentioned in this smation are detmiled in "Student 
Records Student SBrviaes, ItBm 10* 



13 



J 



13S 



BminesB MmnmgBmmnt (Item 



Establish procedures for coordinating the use of 
avai labia transport a'ti on options 



As part of the en^hasis on studanta laaming to ba reMonsible fo3 




thamaalveSy EBCE students are 



their visa of transportation options 



eKpected to plan ahead/of time for 



Van Transportation 



At (CE)2 studante desiring ^An transportation batween tha oenter 
and their homes ^r job sites sipi ijp in advanTO at the laaming 
canter by filling out a ^msportaticn ^quast form (sea balow) * 

The van driver provide^ trmsportation/to students and visitors 
^d also coordinates -^e daily sdiedula to get students to sitas 
on tima and to piok ^em when they are ready to leave, ^e 
drivar uses tha Student Transportation Route form (displayed on 
the following page) to kaep track of student sohadulas. 



TRANSPORTATION REQUEST 



(ThiE rmqueBt must tm turnmd In by 2^30 p.m. o£ the dmy bmfare thm first 
sQhedulmd run * ) 



student 



Da 



ce oi Request 



DBSTINATIOH: From jUjMfm^'^ M4ufa<^ Tq iM ^fW^ MO^^i^iUL 

Time ^/eg Time f^^rSMI, 



NO 



Time _ 



IMPO^ANTi If you are not returriing in thm vmnf please explain under 
cdMMENTS. 



Monday 



Tuesday 



From 



mmGEmNT a ORGANimTiON 



STUDINT TWNSPORTATION ROUTE 



PICK UP DELIViR 



Student 


Plaei 


Time 


Studant 


PI act 




— - I . 


MM 






^^/^ 

^ — 




























" - - ^ ™ 








































































































i 




f 










" " " i 





Matroppl 1 ta^ Bus System 1 



C^)2 students are encoi^age^ tKuae the TOtaropQlitan hm system 
whanaver they can * Students \planftAng to use the bi^ reaaive 
studant passes bus tidcati purehased for team by the progrmi. 

Private Transpbrtatlon 

(m)2 students^ using private transportation^ authorized by their 
parents oan reeeive reintoursement at toe following rates i 

1- Students using a private ear to oarry at least two 
other students to enployer/oonttnunity sites—a ear 
pool— are reintoursed at the rate of $.13 per mile, 

2, Students ustag a private oar to travel to an 
employar/eomnmity site alone or wito only one ' 
passenger are reiirtbursed at the rate of |.08 
per mile* 
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3. No mileage reintourseinent J,s provided if a student 
drives to sites accesiible by mass transit or 
aie (01)2 van. 

Students request reintoursement on the iorm below. J^intoursement 
is not actually given, hdwever, mtil the program receivei an 
Enployer Instructor Report at the conclusion of each of the 
^tudents' site esqperiences, TOese reports, conpleted by employer 
instruetors, veirify student attendance at sites. 



TRANSPORTATION REIMBURSIMENT REQUEST 

itudent 



Date 


Destination 


Rate 


Miles 


Amount 


Verlfiid 


f/f/tr 






a. 






nh 






X 






f/is 




.qS 


2. 


./& 








./3 




.r*. 








.'5 












./J 
































TOTAL 


It 







CRQSS-REFEmNCE 



Thm Employmr Instructor Rmport is explalnmd and displayed in 
"Studmnt RmoordB^" Studmnt Services, item 11. i 
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Community miMtionM (It&m 4) 




Eeta^lish a lystam for keeping track of individuals and 
groups who are eontacted on behalf of the progr^ 



As program planners meet wiUi key individuals md enlist their 
support^ they will need some procedures for keeping accurate 
reoordB of their contacts and the results, noting sudi things as 
potential employer/community. sites for student learning, degree 
of sigpport es^ressed by individuals and particular questions or 
concerns that should ^e Miswered* 

Accurate records of t^e community people contacted during program 
planning can be followed up as Uie program goes into operation, 
Followup piocadures should cover 

1. keeping early supporters inforred about the program 

2, maintaining the interest and support of groups whose 
approval is essential for program operation 



3. j involving divergent groups in the program (a faculty 
conffldttae ndght assist in planning student 
recruitment, for eKample) 



^ ^ CR^S'REFERENCB 



S&B "Site RBaruitmmnt/r mnploymr/Cormunity RBMOurce^ ^ pages 16 and 
52^ for waym thm&B rmaords amn assist in th& Idmntlfiaatlon and 
^maruitment of Immrndng si tea oncm thm program is approved for 
your diBtriatm ^ 



153 



MmMEMmT & ORGANIEATION 




Have momB deeeriptive material on the progr«n tiiat 
yoii can leave with the individual— eomething that 
can be studied later and reinforGe your visit. • 

Send a followup letter after the meeting to . 
underaaore your meLiage and open the door to 
further discussion. 



Sm pagms 21^23 for Bugger timB. rmgardlng the kinds of indivldumlB 
and groupB whosm support im nmedBd for program planning and 
implmmmntmtion^^ I \ ^ 

Sme Item 1 , pmgms 165-166 ^ for additional pointmrs on nmking EBCE 
preBentations and Itmm 1^ pagem 143-147, for suggeBtions on how to 
dmsarlbB the program, ^ 

Strategies ft -nemting the information needB of &p&aifia groups 
arm disausBed xn detail on pagem 172^192 ^ 
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Introduce program to key\ conmunity indivicluals and groups 



An aasantial part of the EICE planning proaBBm is IntTOduoing tJie 
concept to thm various conmmity and SGhool groups who mght 
participate in it or be affected by its opeVation, You should 
allow adequate time prior to board decisionsXto nurture conttnwiity 
sv^port for toe progrMn> and Uie planning gro^ can play a major 
role in this infonnation process (see page 19) 



Small group meetings and person-*to-*peraon contac^are bo^ effective 
means of introducing the pTOgrajn to conromiity mewS^rs* Eadi 
technique can be used to advantage, depending on audience. 
Introducing prim program to labor leaders? for example, may in'^lve 
both small group presentations and individual discussions to provide 
toe best opportwii ties for people to' ask questions about the 
program and gain the information they need* 



f Sugges^tlons for Small Group Meetings 

Wien small group meetings are arrMged, you should provide 
participants with information on the program in advance of the 
meeting, if possible — a brief written definition of IBCE^ for 
example, and a list of the points you wish to consider at the 
meeting. It is important during this early informations-sharing to 
convey the fact that IBCE planning is a community endeavor, ratter 

lAe pet project of any one person or faction within the 
conmimltys \ 

' ' /\ 

Strategies for Individual Discussions 

Person-* to^person contact is a time - eons laning but highly effective 
way of communicating ^^rogram information^ especially during the 
early stages of buil^ng qommunity support for EBCT* Therm is no 
surefire method for dealing convincingly witii individuals, but there 
are a few points to keep in mndi 

1* Be brief ^ direct and to -toe point in your disciassion* 

2* Give, til e program some substance for yot^ listener by 
eKplaining it in terms of the role that person could 
play in it— as employer, instructor , for e5campre, 

3, Use terminolocQr that is famliar to the: individual, 
rattier than "educationese* " 
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can devige. High sehool gtudents themselvas might be involved in 
seleoting a name; this could gim them a sense of pride and 
ownarship in the program, 

r ■ . 1 

- LOCATION AND APPEAMNCE OF THE LEARNING CENTER 



The appearance of the learning centar Qsm significiuitly li ^aqt 
comiunity attitudes toward the progrM, You should weigh tris 
possibility if you are looking at alteniatives J!or a facility in 
the coiranunity (for exanple, unused school buildings, storefronts, 
church basements, porti^le units, old houses or nffic settings). 

When (CT)2 planners were considering rentodeling a house, utiliEing 
a storefront or acquiring professional quMters for the learning 
center, they opted for the ''professionalism" conveyed by a 
business and medical office setting* The appearmce and atmosphere 
of the (CT)2 leaning center are consi^red by staff to be positive 
factors in helping to est^lish respect for the program among 
enployera Md parents . 

If you are planning to operate EBCl from a high school canpus, you 
should consider establishing a hmm base for the program that is 
separate from tiie regul« high school classes mnd that reflects the 
connnimi^ and "experience" orientation of your program* In^^loyers 
and community people should be able to relate to the learning 
center as a oomfortable meeting place and the efficient hi^ of the 
program* 

^r^gements of space furnishings, choice of furniture and 
attention to details like art, color and growing things can make 
a room less institutional . Don't underestimate the power of 
displays* 1BC2I lends itselt to photographic documentation (perhaps 
created by students themselves)* to attractive display of large 
black-and-white photographs of students aiid employer instrudtors 
can be a strong, positive stateTOnt pbout the program* 

— ^ ' CROSS^MFEEBNCE ^ 

f " 

"BumineB& Mmnagemnt^" pmgeB\l24'-125^ dlBcmsBB additional 
oonBiderationB rmlativm to s^iectlngr thm loaation of a iQamihg 
center. 
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SELECTING A NAME AND PROGRAM "LOGO" 



Thm term "a^erlance-baged career edueation" may be ' dascriptive 
enough for yottf purpoaeg during BBxly program planning, but by the 
trkBie i^ur pl^mina group begins its Gonmiimi^ survey (sea pages 
21-2:>) you stolid have seleeted a name for your partioular program 
that^botti TOnveys its puj^oses and has general appeal to a variety 
of diffarent audienoee, A progrM "logo" (graphic syntool) should 
also be OTnsitored and used on progrMi Mterials as early in 
plaimlng stages as possible to giTO the co^imity a tangibla way 
of recognizing yoiaf program, 

aora is urido^tadly no one "parfect" name, "Is^rianoe-based 
career educatiOT" and the acronym EBm both tate a lot^ of 
explaining* For that reason, toe Tigard pTOjeat staff and studants 
nMied their program Comnimity Is^ariencas for Caraar Education, 
ehortaned to (CE)2* Quita frMkly, (05)2 also takas a lot of 
e3^1aijiing. Anotoer Oregon schoor district versiOT of EBm calls 
Itsalf TOTMi (fetal ^portmitiee trough Action Learning) , Thare 
are innurerable possibiUties. > ~ 

In selecting a nama, your planning group could brainstorm somi of 
tha key conrepts aesoalatad with EBm and its ^velopment— words 
like 

aiqpariential learning commTOity classroom 

partoership of f-campi^ 

reality school , 1 options 

altarnafiva alliance 

"Caraer education" probably the most aasily misintarpjceted aspact 
of BBd* Many coOTmiiy pecple and educators lOTiediataly think of 
"vocational education" mnd "jobs" whan th^y hear the tarm, ¥et 
caraar aduoation (broadly dafined) holds a high priority at the 
federal; state and lo«l lavels^ and usa of tte teMi in your nama 
may help you win support or at least agraemant from individualB 
and grotgpis cognizmt of tha growing anphasiy on caraar davelgpmant 
throughout eduoatlon , 

Any implication that EBCT is intended or suited only for those who 
want ai^loymant right after high school is inconsistent with program 
intent, since you are probably t^lng to appeal to a broad Epectrmn 
of stu<tents^ including those who will go on to highar education, 
you will want a nama timt accwately raflects pro-am purposas. 

It will not ba easy to salaot a good nana. People ara tirad of 
^aTmymm or names that sound glsmddky^ Vlowa^r, yoi^ planing 
groi^ (with anployars^ labor leaders,, pf«nts and sti^nts included) 
may be able to comi up with a nama far J^ettar thM educators alone ^ 
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M^AQEMMm B ORGMIZATION 



2 



tovlaw factors 
peroeptiona of 



Uiat will affect your aoiromilty's 
EBCE 



THE PEOPLE WHO REPRESENT'. YOU 



Virtually every personal contact made' on behalf of mm will, 
contribute to the total image of the prograin in your community. 
Ihe earliest people representing IBCT to qommunity TOntoers (district 
planning coordinator, for example) will leave inpressions that 
reflect on the program, and toey should be aware of Uieir impact. 
Furtherrorer the planning group will play a critical conmimity 
relations rple on behalf of the prograin (see pages 19 and 21) and^- 
will also be discussing many details that will affect the program's 
iC ' 



Staff and students should understand ttat toey will: be representing 
the program to the conmunity (including teachers and students at 
tiie hi^ school) through \their actions and attitudes* Staff 
especially should be aware of tiie value of candor in working wiUi 
toe coBinimity* if some aspec^ of the progrMa are not working as 
well as could be eKpectedr community mentoers can be asked to help 
in finding solutions. Biis openness and willingness, to listen 
will go a long way toward building p^lic trust and si^port. 



What to Look Foif In Program Representatives 

\ ,^ ^ 

People offieiall]^ representing tte program (planning group and 
program atolnistrator , for exanple) should be credible and willing 
to listen to other^s. ^ey should inspire the confidence of 
coBinunitY members. Biey will be filling basic comnunications roles 
for the program and should be articulate^ confident and capable of 
interacting effectively with otiiera, Biej; should also be open to 
Undivldual differences of opinion and have an imderstanding, and 
appreciation of the value system of tiie business conmunity. 

Program representatives should be individuals who sincerely believe 
in EBCT and are convinced tiiafc cOBmiunlty itentoers are capable of 
delivering student learning. ^;ay should also have a thorough 
w^^rstanding of IBCS conc^t. as they will be on tiie firing line 
answering questions from the co^tmiaii^ ^d should, be ^le to 
erolain how an IBCT program works. 
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Conmmlty Rmlmtions (itmm 1) 



3. EBCE lets students explore options and learn from 
their own experiences « 

4. IBCT is individualized and has systematiG procedures 
for monitoring student growth. 

5. mCE holds students accoimtable for their time, 
performance # attitudes and actions. 



Emploiier/ Coimiml ty Reso urams contminB smie spmaifla questions 
asked by employ parti cipm ting in i±e (CE)2 program and answers 
to tftose qmrntlons providmd during employer instruator devmlopment. 
seBBionB. Bee Appendix F, pagms 198-200 , and Appendix j/pagms 
224-226, ^ 

In addition, the Progrmm \overview packet contains a oompariBon of 
EBCE to voaational education^ "new b^ooIs/* aation Imarning and 
work study progranm. Titled "Five Edu^tional Options/' this 
compariBon can aid you in dmfining EBCE and dis^nguiBhing it from 
other progrmm* \ 
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How Cto You Explain the Difference. Between Vocational Education 
and Career iduca^tion? 

You e^lain the broad ooncapt of "career" as "life path'.^ and 
"career education'' as the organizer of lifelong learning, pointi: 
out that good vd^ ^ i onal eduaation is aa mueb a part of career 
education as SGt^^nce is a part of the total bdiocl curricultnn. 

How Do You Explain that EBCE Prepares Students for Cpllege? 

EBffi's program requirements will meet. state standards? 
and students coniplating the requiremant?; will receive 
standard high school diplomas. 

The (CE)2 prograni has developed a system for recording 
student perforTnance^^^at has bean reviewed by college 
and university rtgistrars and accepted as an alternativt 
to the traditional high sahool transcript, CCE)2 
students applying to rolleges have had ^eir 
participation in the progrMi fully accepted as 
qualifying thpm for entrance* Bie (CE)2 Record of 
St?^3cnt Performance to rwat can be adopted by any "btiier 
EBm progr ^ll!l, 

EBCT helps students -^to be self-directed, and this 
ability is an important "survival skill" for 
postseGondary education. It also helps students learn 
how to access resources for -Uiemselves # adapt to 
various situations and interact with many different 
adults. 

Many people believe EBCE students are more likely to 
avoid false starts in college or otter postsecondary 
training by gaining a clearer ddea of career choices. 

Prior arrangements witti your local high school can 
ensure that EBCE students can take any classes 
required or desirable for college ainission^ - 

How Do You Answer Concerned Parents?^ 

Avoid being defensive ^out EBCE, Ifou could point out that 

1, EBCT la a dose of reality for students, involving them 
in their environMnt and giving them the e^arieiices 
of toe workplace . ^ 

2, EBCT is a balanced program, delivering Life Skills and 
V Basic Skills , as well as Career^velopiMnt, fnd 

providing students witii a standard high school diploma. 




Comnmixty Relations (Item 1) 



Employars will w wit to know about insurance coverage for the^elves 
and students at thsir miten . Th^^y will also want to know about 
thd program's liaison with union locals so tiiara will be provision 
ior cooperative nagotiations if there is any question about itudent 
aita placamants , 

^en first, ancoun taring EBOE, labor raprasentatives garierally want 
to know the program's pui^osa, how it is fmded, how it is 
governed (including the mairtbership of its board of directors by 
name and organization) , if it ia a long- term program, the extent to 
which students become involved at an employer site (daily hours 
and total hoars spent onsite to complete learning activities) , 
whether or not students are paid for their participation, the' 
' nature and extent of employer participation and Whether or not 
fen^loyers receive payment from EBCE or any governmental agency. 

Labor officials need reassurance that mCE is not ei^loiting 
students (engaging tiiem in prtductive work without pay) or 
undermining or detraating from proven mion-sponsored program* 
such as fiipprenticeship training* Union representatives also 
need to uuideratand how mm students can gain '-hands on" 
ejiperiences within tiie laws and regulations governing lAe 
involvement of minors at work sites and without posing a potential 
toreat to the job security of adult workers . 

How Do You Respond td Employer and Labor Concerns? 

EBCE program design itself provides positive responses to the 
e3^ressed concerns of business and labor, Thm program is an 
; educational alternative tiiat not only helps meet student needs for 
more. diverse and realistic ekucational experiences, but also helps 
meet the nt^da of business, Industry and organized labor for better 
educated, qualified and satisfied employees and union meters* 
Labor has picineered in programs to prepare young people for 
employment I EBCE in no way detracts from ^at leadership but adds 
a new dintension to the career preparation of youth and opens 
another channel for school^usiness/l^or cooperation within the 
public school system. 

Terms like "employer instructor" and " employe r/conmunity site" 
need careful es^laining because tliey can imply that tiie program is 
working only wito management or that students are being employed. 
Neitoer of these is Him case witt EBCTi tte program works with botii 
l^or and management (employer instructors are/in fact, usually 
workers at a site, rather th'm management) and students are not 
en^loyed Uirough the prograir (they are learning, not earningT^ 
while onsite) . 
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QUESTIONS PEOPLE ASK 



Biere are moum basie questions asked by nearly everyone firet 
ho«ing about EBm. Your desGrlptiDn of the program should 
fittempt tc answer questions su^^ as 1:hesei 

1. How are employers recrm^tod? What incentives do 
they have for participating? Can you really recruit 
enough femployers to meet student needs? 

2. How much time must employers give to the progr^? 

3. What is the difference between EBCE and o^er career 
education pTOgrams? 

4. Is it a dropout program? 

5* Can EBCE students receive high school diplomas? Do 
they get regular credits for taking part? Is tiie 
program acceptable to colleges rait universities? 

6* Do EBCE students ndss out on basic skills, development 
or acadendc siabject matter? 

7. How do students move around in toe community? 

8, Who will be staffing Uie program? 

You m^ alrea^ have answers to many of these questions^ having 
asked them yourself when you first learned about IBCE. Thm 
Program Overview or specific han^ook sections will provide 
additional answers and NWroL can assist in preparing information 
for specific audlencas , ^ ^ ^ 

Different groups will naturally have their own special concerns 
about the pJogTsmg. and toe following observations and suggestions * 
based on (CT)2's es^erience, should help you anticipate the 
information needs of various audieri'^^es . 

What Wm Emplpyers md Unidri Off1c1als\ Want .to Know? 

_ _ ■ ■ ^ _ _ _ \ 

Employers and tmion officials will probabiy raise questions related 
to the status of EBCT students as learners (not earners) at 
employ er/comnmity sites* ttey will want details on Idie student/ 
employer instructor relationship and what this means for bott 
employers and enployees. Tkimy will also want to know if tJie program 
pays students during their placements at leamirig sites. 



Coimimity Relations (Item Ij 



introducing EBCE to Your Community 



Determine how to desL-ribe EBCE and respond to anticipated 
questions and conqams 



SUGGESTIONS FOR DESCRIBING THE PROGRAM 



Ihera are many ways to describe EBCE, and your emphasis should 
depend on your audience, Emm wiild be introduced by pointing out 
the growing national interest in the "oonrnmiity as this classroom'* 
concept, whidh gives students reality^basad learning experiences 
outside the school building. You can e^lain the program as a way 
to improve toe educational system by giving students an option not 
now available to tnem, making it clear ^at EBCE would be part of 
your high school curriculi^ and could enhance the regular s^ool 
program* * 

An introduction to the program should emphasize what it can do for 
students —tapping the educational resources of the coimtimity and 
giving students a better tmderstanding of themselves In relation to 
careers and options after high school* It should also focus on 
benefits the conununity will derive from participation in the 
program, emphasising that .EBCE jgives conmtmity members an^ 
opportimity to become directly involved in tte education of young 
people * 

Audiences should understand tiie learning nature of EBCE and be 
given a general idea of the eKploration process / the use of 
employer and community sites for learning and the function of ' 
projects as a learning strategy. You should also stress the 
cctfnprehensive nature of tJie EBCE curriculum and define "caree^ 
education" in the program's broad s?3nse. 

You should emphasize the program' ^ability to meet tiie needs of a 
broad range of students and undersapre the fact that it is not an 
easy program (ask any (CE)2 student) , You should note also that it 
has equal appeal and benefits for both young men and young women* 

One word of caution i EBO^ is not a panacea for kll the problems of 
education; it is simply one alternative for students. You should 
be careful not to promise' more than the program can deliver. 

f r . 
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MANAGEMENT £ ORGANIZATION 



Meet information and liaison naeds of educational 
conTOunity 



16 



1 r ' 



page 
190 



Provide for ongoing evaluation of conmunity 
relations efforts ' 
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Conmunity Relatiotm 



steps to Follow 



INTRODUCING EBCE TO YOUR COMMUNITY 



page 



Detettnine how to describe EBCE and respond to " _ . 

anticipated questions and cprjcerns 

Review factors that will affect your community's 
perceptions of EBCT 

Introduce program to key coiranunity individuals 

and groups * 151 

Establish a system for keeping track of 
individuals and groups who are contacted on 
behalf of progr^. 



MAINTAINING ONGOING COMMUNICATIONS 



□ 
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Est^lish and maintain contact with coimnuni cations 

media IBS 

Prepare mm informatio: uiuterials jSS 

Provide for presentations and other participant/ 
commimity interactions on a continuing basis 

i 

Provide diannels for input to program from 
participants and conununity TOrnbers 

Meet information and liaison needs of governing/ 
advisory boards and participating sdiool district 

Meet infomation and liaison needs of program, 

staff and district teachers ' "^^ . 

Meet information and liaison n«eds of IBCT 
students and parents ^ 

Meet infoimation and liaison needs of students 
and parents in local district 



Meet information and liaison needs of business 
^ and l^or ^ ^^4 

Meet information and liaison needs of conmunity- 
at-large 



MANACBMENT S ORGANIZATION 



THE PEOPLE INVOLVED 

# 

progrMi administrator is responsible for coordinating and 
managing conmunity liaiTOn^ but staff, students and coTOiunlty 
participants will all be involved to varying degrees in conrounity 
relations activities, mntoers of tiie program's goyerning and 
advisory boards will also be influential in setting the to^e 
of EBCl's interactions with the community. 

RELATIONSHIP TO OTHER .ROGRAM ELEMENTS 

"Program Planning ^ Governance" discusses steps for investigating 
EBCT concepts and securing approval to operate the program, 
whereas "Community Relations" discusses strategies for 
communicating program information to the public bott before and 
after board approval to offer EBCE, 

When the district board approves tte program, comnunity relations 
effbrts channel into two related functions i (a) recruiting 
enployer/cQmmunity sites and resources for tte program and 
(b) sharing program information wiUi parents students mnd mentoers 
of the communiQf , ihe Eanployer/ Community Resources hanc&ook is the 
basic reference for all assets of employer recruitment and 
orientation to the progrMi, and "Student Records" in Student 
Ser^/ices outlines procedures for conveying specific studelit- 
related information to various audiences, "Coranimity ^lations , " 
on the other hand, details techniques for sharing general program 
inforir .n with a number of different audiences* 
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COMMUNITY RELATIONS 



CoOTnimi^ relations for EBCE involvaa establishing and 
maintaining effective two-way comunication between Uie 
program and its pifclics^ including students, parents, 
eaployers, labor # educational institutions and toe 
community^at-large * 



WHAT EFFECTIVE COMMUNITY RELATIONS CAN DO FOR EBCE 

1. generate conmiunity interest in and support for the program 

2. h^.lp provide the resources needed for student learning 

3* nteet tiie information needs of program participants and the 
general pttolib 

4. help give participajits a vested interest in program operations 

5* establish ongoing conmiimi cation between the program and 

various agencies , organizations and groups interacting with it 

ASSUMPTIONS ABOUT COMMUNITY RELATIONS FOR EBCE 

A' conffliunity-based prograD by definition must generate and maintain 
strong conraunity sijpport. 

Ihm line between an EBCT program's internal and external pi^lics 
keeps shifting^-- today 'a interested ,^server may be tomorrow's 
en^>loyer instructor. 

Staff and students in a coronunity^based program are highly visible " 
to the pxdDlic and, therefore, have a significant influence on the 
community relations of the program. 

Biere are n^ny strategies for generating and sustaining commmiity 
interest and support; tills section is intended simply as a cue 
sheet, * making suggestions and providing eKamples from the (CE) 2 
experience to help you determine your own procedures-. 
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CoBmimltg Fmlatians (Itmm 5) 



Mainteining Ongoing Communications 




Establish and maintain epntact with communications media 



PRESS RELATIONS 



The progrM planning coordinator should consider ways to work with 
comiunications media in the district to build publiG awareness , of 
program potential and foster connnunity inyolvemant in planning* 
Effective media coverage of planning events helps to arouse interest 
in the program and lay the groundwork for future employer/' 
cpmmunity pMticipation, (Keep in mind that local newspapers and 
radio and television stations are potential learning sites for EBCT 
students, too.) 

llie planning coordinator or distriot superintendent shoulcj brief 
local education reporters on t^e program before EB^ comes up for 
discussion at a school board meeting* lliis briefing should be 
accon^lished in person or by telephone # if possible, rather than 
through a written release* Sudi personal coi-^tact brings reporters 
i,n on t^e ground floor of the new program and gives tJiert badcgro'und 
information for st^sequent coverage of planning group activities and 
sAool board actions. Bie briefings should clarify aspects of the 
progrMi that could be msinterpretedi such as tiie role of en^loyer 
instructors and the learning nature^ of student involvement at 
employer/community sites, ' 

Once ^e program is operational, a personal working relationship 
between program representatives and local newspaper, radio mid 
television reporters can encourage the development of indepth 
features and hiBnan interest stories and help to ensure accuracy in* 
program reporting. 

Media coverage can go beyond news reporting^ too* For example ^ a 
Portland television station, approadied by (ffl)2 about the 
possibility of becoming a leartiing site^ bv^came interested enough 
to televise a half-hour interview on the 2 program. 
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NEWS RELEASES AND PRESS CONFERENCCS 



A coomunity-wida news release on the program and outline of the 
planning steps (appointi^nt of ttie planning group, conmmity . 
inTOlveniant.in planning^ recouBnendations to tiie sciiool board and 
final board action) should be made %o liewapapars, radio and 
television in conjunction with Initial s^obl board endorsement 
of the concept • Folldwup strategies might include a press 
conference with key conHnimity supporters of the program to 
undtirscore conmiunity interest and launch the planning group's study* 

School board approval of the program should result in news releases 
and coverage including (a) what toe program is, (b) when it will 
begih^ (c) who it will serve and (d) how individuals in the 
COTffliunity can get involved. (See Appendices 1 and J for sMpla 
news releases used by {CT)2*}. Planning group mendDers might also 
hold a press conference on ttie cqnmitmity input that has preceded-^ 
progrMi approval* 

News releases dm be used on a continuing basis to communicate 
specific faota about prjogrMi events, participants and student 
experiences* Releases should be prepared on staff appointments 
and creation of toe advisory board i upooming program activities 
should be analyzed for tiieir potential news value. Possible siabjects 
for releases include student recruitTOnt, beginning-of-iaie-yaar 
acti^ties, employer training sessions Md student success stories* 
News releases will not always be used by tiie media but . can at 
least help to familiarize actors and reporters wito ttie program 
and encourage future coverage of events • 

"Tip sheets" can be used to give brief notice of upcoming 
activities and events that reporters might wish tu cover in person. 
Ihese might include, for example , an employer reminar featuring an 
interesting panel of cosmiunlty s^irtbers, an EBm student's speech to 
a civic group or a group student competent certification of 
particular interest--^perhaps physical fitness or first aid. 

In addition, advance copies of meeting agendas can encourage 
reporters to cover su^ events as advisory board meetings, employer 
instructor training sessions and cOTinunity task forces (developing 
toe competencies, for example— see pages 168--169) * 



ARTICLES IN COMMUNITY PUBLICATIONS 



Ifou should consider toe value of articles ^out EBCE in school * 
district eommmii cations to parents, includin^j toe high sdiool 
newspaper (which readies students, parents and staff) and PTA 
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Commmity Heiations (Item 5} 



newslatters* ihase media provide a conmimi cation channel for 
announcing nee tings ^out the program^ reporting planning progress 
and conveying needed information on program startup and operation. 

Once thm program is operational, you might explore suc^ possibilities 
as an insert section on your prc^ram in local newspapers—daily ^ 
weekly, or even shoppers * guides (students might be involved in 
preparing suA a section as part of an onsite learning e^erience) • 
More specific audiences can be reiched through articles in. 
specialized conmmiity newspapers (trade journals, for example) or 
state or^, regional p^jblications interested in career education news. 
Local business and labor p\i)lications---for e^cample, the inhouse 
publications of j»tential learning sites, newsletters of l^or 
locals and Chai^er of Coraierce and service club bulletins"can also 
ba valuable comnnini cation channels^ . ^ 
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mNAGEmtiT & ORGMNIZATXON 




Prepare EBCT information materials 



Matrrials of value for an EBCE inforniatlon program include a 
newsletter # brochures, reports and handouts of various kinds and 
visual materials such as transparencies and slide/tape 
presentations, .Items such as certificates of appreciation for 
participants can enhance the ^blic relations of your program 
and encourage people to speak favorably of the program to others* 

Materials that support progr^a operation (such as a student 
han-tto^# employer information packet md any e^loyer developmei; t 
materials) sho^d be designed not only with their specific audiences 
in mind, but also with the knowledge that they may be seen by a 
broacter public and have some i^act on the program's piislie 
identity, 



GENERAL GUIDELINES 

Uie following are guidelines for the preparation of materials i 

1, Information-sharing should be a continuous process 
using a variety of medj^a* 

2, Materials should be prepared as part of a planned 
inforaation program, rather than on an impromptu basis, 

3, TtiB language of >^printed materials should be chosen 
with consideration for tiie audience, 

4* Whenever possible * materials should be developed to 
communicate with mort, than one audience, 

mati. rials are developed by program staff mentoere 
T-v- . Ives or with the assistance of a school district piAlic 
iiiiorination staff may depend on Uie si^e of the district, The 
assists CO of others outside the program can^ of course, help keep 
progrmi staff energy focused on student learning. Students 
to^^elves might ^ be involved in thm preparation of program 
materials, if sudi activities interested them and fit into their 
learning plans, \ 

Several basic resources are helpful in developing materials ^ a 
^oto file (soirees n^y include the photographs t^en by students 
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Commimlty RmlAtlons (It&m 6) 



as part of tteir Exploration Packages and the . i used by employer/ 
cosromiQr sites in their own publications) , testinranial letters 
from employer instructurs, profiles on staff and advisory or 
governing board meaabers and quotes from progrm participants. Staff 
members should collect anecdotes ^out special incidents and 
e^eriences and examples of student/adult interaction that illustrate 
tiie program's puzposes ^d effectiveness, (^) 2 ham fomd uses for 
all of Ae above in various information materials* 



SUGGESTED MATERIALS 

Newsletter 

An EBCT newslettar is one basic means of keeping a variety of 
audiences informed about the pTOgram. (CT) 2 Polishes a newsletter 
periodically* It contains up-to-date information on students, 
program activities and eniployer/commimlty participation and is 
distributed to active and inactive employers, tutors, competency 
certifiers, parents, board mentoers Md others who have asked :to 
be on the mailing list. It is also used as a visitor hai^dout, and 
issues have sometiires been added to toe eiiployer infoCTaaticni packet 
for use d\icing learning site recruitment, ; 

(CE) 2 News is typed and printed by ^oto-offset at a 2;o<iar shop that 
is also a learning site for the program, Thm newsletter is 
usually one sheet, printed front and bade. Photographs taken by 
students and staff are included whenever possible to illi^trate 
student/adult interaction, program events, activities and so for to. 

the (CE)2 newsletter has included articles about site recruitment, 
sunttnaries of employer development sessions, interviews wito employer 
instructors' and question-and-answer and program adndnistrator 's 
columns. Other prograns might also consider individual staff, 
student and enployer instructor profiles (wito photos) , lists of 
participating employers and brief reports from otoer IBCE sites. 
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Coimunity miations (Item 6) 



Brochures, Flyers, Reports and Other Handouts 

Brodiures, flyers, reports and other handouts have general pubMc 
relations value* Thmy can describe the program in detail or id 
capsule form and give recipients iomething tangible to pursue a1 
leisure or file for future reference, ihe extent to which 
materials are actually read or not will depend in large measure i 
on the effectiveness of their- design and tiie method and timing of 
distribution* 

A single piece of information can be designed^ to serve _many___^ , 

different audiences and for many-dif reren~t purpos^^ One good 
descriptive brochure, ^ for example, can be used* to introduce the 
program to coranunity groups^ answer inquiries by mall^ aid .fn 
employer recruitment, inform district parents and recruit students. 

Brochures may be more e^enslve to print, than flyers but usually 
give more space for copy and pnotos , Brochures can become outdated - 
rather quidcly, however, If they contain specifics such as namVs of 
participating employers and staff. 

/ 

Flyers can be produced as quickly and ines^ensively as riead 
dictates (a flyer fomat might be a good way to list participating 
employers/ feature speoiflc employers or provide "testimonials" 
from progrMi parLicipants, for example). Single-sheet flyers can 
be designed and folded in a variety of ways. 

Alternatives might be developed to combine the best features of 
both brochups and flyers--a packet of separate sheets of program 1 
information, for eKample, like the mCE Program Overview . A 
packet has the advantages of aljLowlng both IndeptA and summary 
treatoient of various topics, updating and revision at will and 
unlimited combinations of material to suit specific audiences* 

^PQ^^^ can give detailed, indeptt information about the program 
but usually require more sustained attention from the reader tiian 
do brochures or flyers. Thm report format is useful, however, in 
meeting the requests of specific audianGes for factual information 
on program, accomplishments, student progress and financial 
matters* School district boards , state departments of education 
and advisory boards may require periodic program reports^ for 
example. While sudi reports might be too detailed fpr general 
distribution, they could* be suOTBariEed into attractive bro^ure 
or flyer formats for uae as general program hmdouts. 

i 

personal letters on program stationery can be an effective way of 
traniinitting specific kinds of information to clearly defined 
audiences such as employerL or parents. (Bee earlier discuision of 
program nane and "logo" in Item 2, page 14S.) ' 
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MMAGEmNT & ORGAMIZATTON 



Reprints of pertinent articles from newspapers and other publications 
(national, regional, local) can make effective general .prngr am 
handouts for the minimal costs of paper and copying. Permission 
to^ reprint shoulfl be received from the sources prior to using 
mttterialSf however. Such permission is usually readily giveni 
providing a notation is added to tiie reprint giving credit to the 
source, \ 



REPRINTS USED AS HANDOUTS BY (CE), \ 



HOW DO THE Y(XING 
BECOME AWJLTB? 



\ 



mhad til ipti. 






THE MTIOML OBSERVER. 

US High Schools: 
Just an A|ing Vat? 



ERIC 
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■ \ . 



(CE)2 BROCHURE AND SAMPLE FLYERS 




>2 developed a brochure (sinca replaced by the Program 
packet) that became a standard program handout. 
When first produced, it was distributed to employers, parents 
and conmunity people ori the newsletter mailing liit. Copies 
were available at the learning center for viBltors^, and it 
was included in the employer information packet used during 
site recruitment, , 

m'i2 developed a "Pathway to Employer Site Learning" as a 
handout to accompany presentations to visitors, employers 
and conmunity members. (CE)2 also produced a flyer io help 
recruit tutors from a retirement coiwiunity near the learning 
center. 



ERIC 
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\ 



Visual Materfals 

visuals add interest to any presentation and can help clarify // 
program details. EBCE involves unique terminology and processes of 
adult/student interaction tJiat My be difficult to absorb wit^^ut 
illustration* \ 



k variety of visual techniques are avail^le, from photographs and 
slides to overhead transparencies; flip charts and displ^iys. 
Photographs lend tiieWselves ito displays, as well as us^in 
publications* Slides, films and videotapes lend them^^lves to large 
and small group presentations, as do flip ^arts, tr^sparencies 
and overlays. Attractiv^ display boards can^ serve a/nuntoer of 
purposes, from pennanent displays at tte learning center or in the , 
high sciiool to portable displays at dommimity gatiierings and meetingi 
of educational groups., ( / 

Videotape equipment can be used for the progrm/ (videotaping 
students engaged in toe various learning strategies as a way of 
illustrating these to visitors, for example), j Thm (CD 2 st^lS^mS^^ 
videot^e to simulate several different student/empl^iWrnstrjict 
interactions Jor one of the employer development sessions, and the^'^' 
tape served as the catalyst for a group discussion of effective waysl 
of relating to students, ^ 



One rather imique ^sual\ developed by (CE)2^ iiy tiie "diicdcen box," 
which has been used to help es^lain program basics in situations 
ranging from employer orientation sessions to general commiaiity 
presentations, A "chicken hox" is simply ^ series of boaces nested 
together, tiie largest (box lun^ size) representing the broad EBCE 
concept, a middle-sized box representing tiie (CE) 3 program and 
three small, equal-sized boKes representing- tiie three curriculum 
components (Life Skills, Basic Skills, Career Development). 
Inside thfe three small boxes are cards listing tjie learning 
outcomes/ for each component. "Chicken boxes" are distributed as a 
hands-on device to accompany a "talk through" of program concepts. 

•\ \ 



CROSS^RWFERENCE 



\ 

A smmple "Pai^w&y to Employer Site Lmarning*' hmdout Is displayed 
jin Appendix H of Employ er/CommimitQ Resources, \ 



■ Conmimity Belations (Item 7) 



Provide for prasentations and otter participant/ 
coimnunity interactions on a continuing basis 



Program acSministrators should involve participants as much as = 
possible in represanting the program to otJiera. Students, parents 
and participating employers can share their personal aKperienoes 
and program perspectives with audiences and visitors. Staff should 
be encouraged to become active TOntoers^of comiunity organizations as 
a means of familiarizing the pi^lic with the program and becoming 
acquainted with potential employers , =^tutors ^ competency certifiers ' 
and seminar leaders (tiie (CE)2 corporation itself is a mentoer of the 
local Qiaraber of Conunarce) * 1 



PRESENTATIONS AND SPEAKING ENGAGEMENTS 




Business and professional groups i civic and service clubs ^ parent- 
teacher and diurch groups all welcome presentations that are 
well-paced, interesting and ,to-the=point * Presentations can also 
be made to empioyee and management groups at employer sites. 

(CE)2 staff have tried to meet all requests for presentations. 
They freqi^ently spend noon hours and evenings appearing before 
groups such as the high school PTA, Chanber of Coiranerce^ Notary, 
Kiwanis, (^timists and Lions* ihey have also been available for 
inservice prograns for teachers and administrators. 

staff mentoers\;-may address such groins alone i but (CE)2 has found 
that presentations are greatly ehhanced by tiie inclusion of 
students^ parents and participating employers who provide valuable 
evidence that the program can and does work* 

The following pointers might be helpful in plannijig presentations i 

1* Consider ways to involve tlie audience in a presentation, 
perhaps by separating large groups into smaller ones 
for informl discussion, 

2^ Have supporting materials (see Item 6, pages 158-164) ^ 
in sufficient quantity, for ^our anticipated audience. 
If you are distributing more than one or two items ^ 
you may want^to consider having packets of information 
rather than individual sheets, 

3^ ^ Use visuals during the presentation to add interest and 
variety and aid conprehension and recall, 

\ \ \^ ' 
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4. Panel diaci^gions and role-play can be effective ways 
of conveying program information. A*panel of student, 
parent, board nteiriber and enployer could field 
questions from the audienoe and amplify eadi otiier's 
answarSi or a staff member, student and employer 
inatruotor could act out thm. kind of interaction and 
negotiation that takes place between them in the course 
of program activitiea. / 

5- ^e type of meetihq and time of day will influence 
presentations, KealtiM msetings, for eKample, lend 
themselvea to. brief program overviews and opportunities 
for students to spe^ about their es^eriencea, but 
indepth orientations to tiie progrMn are better handled 
'in meetinga addreasing tJieMelves aolely to that 
purpose, i I 

6. Audience evaluations are an aid to planning future 
meetings and give audience menbera an opportunity to 
let you know if and how they wish to be furttier involved 
in tiie progrMa^ 



HOSTING VISITORS AND ANSWERING INQUIRIES 

As an innovative program, IBCE attracts many inquiries and 
visitors* You should arrange to host visitora and develop 
descriptive materials with which to^ anawer inquiries. 

Bringing visitors to toe learning center and taking toem to ■ 
employe r/conttnunity sites lets them actually see what students 
a^e doing and talk witii participants ^out the prograitip You 
should plan to involve students aa muc^ as poasible in es^laining 
the program and anaWering questiona* itaff can guide visitora ; 
through their respective program responsibilitiea . 

(CTDj found it easier to host -Waiters individually or in small 
groups than in large groups because tois was less disruptive for 
staff and studenta and reaulted in more personal' conversation 
about the program* Thm individuals could also be taken out i to 
learning aites (employer instructors were invited to come iii to 
the learning center to talk to larger groups), (CS)2 also found 
that occasionally there were timea when toe workload of staff 
and atudenta required toem to cloae toe visitor gatea temporarily* 
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Community Mlations (Item 7) 



> CROSS-REFERENCES 



The Program O^mrview aont&ins a review of key program Blmnrnnts that 
can help in planning the contmnt of prmsentations about BBCE^ See 
alBO Item 1, pages 143^147 ^ for suggestions regarding how to describe 
the program and the speaific information som audiences may dksirB, 

Irtladditio. . sXide-tape presentationm are available on rmquest from 
NWREL definj.ng EXE and highlighting one student's e^perimnams in 
the (CE) 2 program in Tigardf Oregon m 



f 
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\ 




Provide channels for input to program from 
parti ciparits and community members 



Program aaninistrators should take tiie lead in determining ways to 
reinforc&^t^e "coRmiunity'* spirit of EBCT programs. Thim will meah 
in part, providing adequate opportunities for both internal and 
external p^lics to play a role in progrMi operations--presenting 
l^eir ideas and seeing at least some of tiiose ideas put into 
action • Periodla debriefing sessions with progr^ participants" 
'Staffs students, parents and employe? nstructors—can yield 
valuable insights into pfogram operations, / 

tepresenting all program participants on t^e EBCE governing or 
advisory board can be an easy and informal way to begin 
conmiuni eating witt various groups—students, parents, business and 
labor, the conmunity-at-large. Board meirbers can also be valuable 
program advocates in thfe conttnuhity, especially if they represent 
several different points of view (employers, labor leaders, parents 
students) , < ■ . 

For public involvement to work/ successfully , people must 
imderstand clearly at the outset exactly what kind of input they ' 
are being asked to mtoe and who will be making the final decisions 
^ey need to know that ttiere are levels in tiie decision m^ing 
process, and tiiey also need fee^adc on their contributions to see 
that idieir assistance is needed and valued. ? 

SAMPLE STRATEGIES FOR INVOLVEMENT 

Task Forces 

Task forces of parent, employer and com.: uiity representatives can 
be convened for brains tormng# problem solving and providing 
third-party evaluations of varioi^ program details* (CE) ^ found 
a great \willingness on the part of parents and employer/commimity 
representatives to volunteer their ttoe and effort for program 
planning ^rd evaluation, and the task force procedure proved to be 
an especially useful way of gaining citizen input to the actual 
design of thp program* . ^ 

When convening task forces or study groups * first define the task 
to be acconplishe^^d then identify tiie individuals most suitable 
for that task^ Personal referrals can be a useful means of 
identifying people outside tJie program to serve on task forces. 



/ 



Conmmity Relations (Item 8) 

I 



AN EXAMPLE OF COMMUNITY INVOLVEMENT: 
THE (CE)2 COMPETENCIES TASK FORCE 



Task; To farainstom what Uie. Tigard communily would 
consider to be basic "survival skills" far 
adiilt life ind to reconttnend a list of tiiose as 
competencias to be required of all (CT}2 
studenta. . 

^tenib'ers: Thm initial brainstorming group consisted of 
eiK parents, three employers , one labor 
representative^ one school district 
representatiw, one student and tiie (ffl)^ 
staff. 

Subgroups of communiQ^ mantoers with es^ertise 
in given competenoy areas such as banking and 
physic-al education were convened to map out 
the actual learning activities . ttat would be 
required of students to master tiiose areas. 

Svtosequent groups of employ er/conmunity 
representatives/ students and parents were 
convened periodically to reiri.ew tiie competencies 
so ^e list would be timely and as beneficial 
to students as possible from year to year,\ 



Student Involvement 

students need a stake in program decision making, ^ey have a 
valuable role to play in 'brainstorming and evaluation and can be 
especially helpful in planning sudi progrrai details as new student 
orientation and a student .han^ook . 

(CT)2 has used several levels of student involvemexit in program 
planning, decision making and operations i 

1. Students are represented on the (CT)2 Board of 
Directors and can sv^mit reconmiandations to tiie board 
through tiieir representative. 

2. Students have served on specific task forces to 
develop elements of the curriculwrt and to help plan 
student orieritation. 



/ 



i 



. 3. Kie opinions of students in the program, oolicited 
.through Slaveys, questionnaires, interviews and . 
debriefing sessions, have provided essential data for 
program Evaluation (one of tiie purposes of the annual 
{CT)2 staff/student retreat has been to obtain student 
pvaluations of program features wd recoiranendations 
for change) * . ^ 

4. Graduating seniors have been askrd to critique the 
program (the first sudi critique at the close of the 
1972-73 sohool year helped identify tasks for the 
staff's swnmer agenda of program ^revision) ; graduates 
have also been followed up for tliair perspectives on 
the program through questionnairei Md interviws* i 

5^ Students already in thm program are frequently asked to 
help orient new students to program details* 

6, Students have served as hosts f or progran visitors and 
have made program presentations to many different 
citiien and education groups. 

Surveys and Questionnaires 

^e researoh nature of (CT) 2 required the development of various 
instruments to assess toe attitudes and opinions of individuals 
cpming in contact with the program, t^ile ottier sites imay not 
have as detailed an evaluation procedure as (CTDg/ some of toese 
questionnaire formats ma^k serve otlier program' planning and ^ 
OOTmunity involvement pu^ioses, tte following list indioates 
scane of the Instrvments used by (CT)2 to provide feectoaok to the 
programi . ^ i 

Btudent Opinion Survey 1 assesses (^) 2 students' 
attitudes toward work, the IBCE program a^d its 
learning outcomse and their reasons for Joining the 
progrKn 

, 2, Parent Opinion Survey 1 assesses (ffi)2 parent 

perceptions of. program strengths and weaknesses, 
benefits of tiie progrwn to toelr sons or daughters and 
Uie extent of toelr Involvement In the program 

3- Employer Opinion Survey g asks employer instructors 
for various kinds of infornation Including how they 
became involved with (CT)^ ^nd tile impact of (CT)2 
on tfielr company 

"/ ' 

4, Visitor Questionnaire I asks visitors how they first ^ 
learned ^ort (CDj/ v/hat tiiey observed/ their overall 
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Cosmmity mlation& (Itmrn 8) 



inpresai^s of thm program, what aspeeta of the 
program they would llJce to sea triad in other 
^ sahool ;4istricta and t^eir denire for additional 
Infownation 

5- 1^)7 Staff Quast ionnaireg asks the staff to rate 
the importanoe and pereeived ef feottveness of toe > 
program's learning etrategies and jtudent learning 
outc«nesi also asks staff to give their perceptions 
of factors contributing to and limiting i the success 
of ^e program ahd chmges tiiey would suggest 

6 . (CT)2 Graduate Interview and Questionnaira g 
a cootoinatioh talaphone interview and brief 
questionnaire asks ^out tiie educational and/or 
vocational aativitias of (CDj graduates and their 
perceptions aboirt what they gained from the program 



CROSB-REFEmiNCE 



Sample opinion murvmyB and qu^stionn&lreB used by (CE) 2 will be 
diBplAymd irr the Evalumiion timn^ook* 



\ 
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Meet information and liaison needs of governing/ 
advisory boards and partiGipating school district 



GOVERNING AND ADVISORY BOARDS 



K>varning and advisory boarde need a CQmprehaniive and detailed 
understanding of the program to determna policies regarding 

1, progr^ nlanageMnt— including budget^ business 
procedures and financial status 

2. students "including entry /exit procedures , progress 
in thB program^ attendance and general welfare 

3* the instructional program 

4* parsonnal— including hiring and dlamissal procedures, 
performance evaluations and staff development 
activities 

Advisory boards will prob^ly be more concerned with students and 
the inatructiorial progran than with personnel and management 
details, but tiieir information heeds are almost as broad as those 
of a governing board* 

(CEjg's Strategies for Communicating with Its Board 

At (GE)2f the program a&iinistrator talks frequently witti board 
mienbers on an infoCTnal basis to brief them on progran activities, 
and the board meetings th^iselves are a major way of sharing 
information. Agenda items are plajined by tiie program administrator 
to give board mentoers as cCTtiplete a pintura of (CT)2 operations as 
possible as the basis for toeir decision making* 

Information is conveyed to the board at regular meetings 
primarily ttirough monthly written reports from the program 
administrator and supplementary verbal presentations by program 
particip^ts* The administrator's mDntiily report covers the 
general, status of toe program, including a financial statement and 
an accounting of actions toe administrator has taken in managing 
the program on toe board's behalf. It is mailad to board mentoers 
in advance of toe onqe-a-monto meetings. 

Verbal presentations are made at board meetings by toe program 
atoinistrator, individual staff menders and students, Ihese 
presentations may be arranged by th^ program a4nlrtistrator to 



Commmity RBlAtions (Itmm 9) 



w^liftr some aspect of the monthly report (staff mei^e^s 
es^laining tiieir WOTk, for example, or students iharin^ their 
es^riencea on employer sites) or may relate to a specifia request 
for board policymaking (students petitioning for additional 
representation on the board, for example, or asking fori approval 
of a student government plan) . 1 

The (CE)2 administrator also looks for ways to involve board 
mestoars in life of tiie program outside the conteKt of their 
meetings, helping to m^e the organization as personal to to em as 
possible. Meeting space is available at the learning center, for 
example # for the use of board members (and community groups in 
general) , and board wmttbmsB are encouraged to visit the cinter to 
meet informally with staff and students over Imcii, 



PARTICIPATING SCHOOL DISTRICT/ 

Qiannels of conmnmiGation should be set up between the district and 
program to share information ^out students and program operations. 
Sdiool district admtaistrators will need to Snow how the program 
is working in the coraiigiity ^.d how studenti ara progressiiig in 
it, Biey should be giiren opporttmities to/bbserve student J at 
ieaming sites in the cofflmunit^ ^d to meet with enployer/cpnffliunity 
participants to discuss program issues. ^ [ 

If the program has its ovm governing board, separate from tlie school 
district board, it . will be necessary to e stilish .some kiLud of 
working agreement between the program and the p«ticipating distridt 
or districts (see pages 38-39), Ihe district might also deiignate 
w individual to serve as administrative liaison with the program 
md someone from the high school teaching staff to interactl 
regulM'ly with EBCE personnel, beoondng an "es^ert" on the progrma 
and providing information to other district teachers, Distikcts 
plannjjig to operate the program thCT^elves might also find it 
beneSicial to designate such a liaison person from the high school 
teaching staff* \ 

/ / .... , 1 , 

Ihere will be many opportmiities for mutual exchange of inforiiation, 
and assistance between the program and the districts-program staff 
helping district staff locate commmity resources for other \ 
prograna, for e^cample. Hie transportation needs of EB(A might be 
coordinated with other distriGt programs such as cocperative work 
es^erience. The district should also be aware of the need to keep 
EBm staff informed about such things as inservice meetings ^ 
resources and special activities at the high school for both staff 
md stuctents, particularly if the EBCE learning center is located 

Off^-COTpUS, ^ t 
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specific^ (CE)b/TTg^ School District Liaison ActUitles 

Prequant contact hasten required between (CE)2 and the Tigard 
ashool DlBtridt (primarily the luperintendent, central office 
st^ff and hig^ school prinGipal) to maintain snwoth two-way 
communication 
person .contact 



as three yearly 



.Since all (CT)2 
fr(Mft^ Tigard, th 



liaison'=has been largely a matter of peraon-to- 

and haa included regular briefings between the (CEv 

atoinistrator md district auperintendent md his staff* as well 



progress reports to the Tigard school bo«d. 



students receive a standwd high school diploma 
lb school district is kept infoMied of all j 
curricular plan i and policies * ^e (CT)2 Board of Directors 
includes desi^uted representatives from the district* md (aE:)2 
has formalized ;.ts relationship with the Tigard S^odl District 
through a letter of a^eement that details responsibilities and 
procedures for meeting the specific infomation needs of hoth 
parties. 

Thm (CE)2 studerft coordinator and Tigard High School coimselors 
work ^closely in iKchanging student information and records , 
particularly at the beginning of each school year, during>0gTOster 
break and at the end of tiie year—whenever students e&t!fir the 
progrMi, transfe:: or graduate. The student coordj^aitor has access 
to the records oj- all students applying for tbe^^ogram and keeps 
ttie high school comselors informed about^^s^dent prbgre'ss in the 
program* The coi^selors keep the student coordinator up-to-date 
on commencement abtivitiis so that {m)2 graduating students have 
the saflte infoimation as TigMd High School seniors. If . there are 
any problems at tl^e. high sdhool involving a (CE)2 student* the 
high school coimB^ora or admnistrators call the program 
a<teinistrator or spudent coordinator directly to work out r^Mdia 
procedures. 

In addition to atoikistrative liaison activities* tiie Tigard 
School District hasVmaintained a staff liaison person to work with 
{CE)2- This person \ia a link between the high school staff and 
the progrm* keeping (CT)2 briefed high school and district 
activities and any questions or oonoerns high school staff menOaers 
may have about the piogram. 



The (CE) 2 /Tigard Sahoa^ 
AppBndl £ D, 



CROSS^REFEmNCES 



1 District working agrmenmnt is diBplayed in 



See "Btisinmss Mmna^emdnt," pagms 103^106^ for disausBion of 
finanaial rmports for various mudiencBB , 



Community Relmtions (Item 10) 




Meet inforniation and liaison needi of program staff and 
district teachers 



PROGRAM STAFF 



An EBCE staff generally needs t^e following kinds of Information to 
perfLrm effectively in the programs 

1 . orientation to the program 

2* fafkliarity with each othet*s roles and tasks 

^ 3, coordination with each other on program=related 

activities i 

4, knowledge Of administrative decisions that affect 
program operations 

^ 5.. ongoing information on students and student progress 

£BCE involves staff ^d students, in so many divergent activities in 
and around the community that it is essential to provide' some means 
for staf^ to share their sdiedules witti ea^ otiier and know 
students' whereabouts at all times. (CDj has attempted to meet 
these needs by (a) arequiring students to sign in and out of the 
learning canter and keep staff posted on their daily activities 
and (b) keeping weekly calendars of staff activities, The system 
for keeping track of student time has been* very efficient (see 
Student Services , Item 11, for procedures) , but it has been 
difficult to have a system for staff calendars that could keep 
pace with schedule changes, Otoer sites may be able to resolve 
this, in anotoer fashion. 

Staff meetings are, of course , a primary means of sharing 
information* At (CT)2 the program administrator generally suggests 
and posts an agenda prior to ea^ meeting i 'staff mei^ers tiian add 
items they wish to discos. Staff meetings also include detailed 
discussions of individual students* progress throu^out the program 
year. 

Staff retreats ^an also play an important role in program , \ 

intaractians . iCB) % has usually held one staff/student . itreat in ' 
tiie fall, of each year and a staff rets-eat later in the year, 
^ese fa^o- or toree-day sessions away from the learning center 
ave helped to generate a spirit of "coiranunity" for t^© program. 
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DISTRICT TEACHERS 



The distrint teaching staff 's ^attitudes toward and opinions about 
EBCT will have an influance on p^lic opinion^ district aeaeptance 
and student and parent attitudes and interest in the program. A 
positive opinion of ^e program among principals, teachers smd 
CQunaelors helps students feel confident in selecting EICE as an 
rnative, 

' What Teachtrs Want to Know About EBCE 

■ / 

District teachers need clarification of any differences in 
provisions for EBCE staff concerning working hours (if the program 
day differs from the regular school day) ^ compensatiort', eKtended 
contract time and so forth* They will want to know why= s/tudents 
move on and off campus (if the learning center is located In tiie 
hi0i school) , They will also need clarification if exceptions to 
existing rules are made for EBCE students (permission to smoke in 
the learning center * for exait^le) , 

Teachers will evaluate EBCE in terns of (a) student outcomes and 
(b) the program's impact on. the coiranTOity, EBCM atoinistrators 
should keep local teachers inforrod about program developments 
md student progress through faculty meeting presentations and 
staff md program newsletters* as well, as Mticles in local 
i^ewspapers and other general community-directed media, it should 
be noted* however* that teacher perceptions of th > program will be 
acquired as much tteough observations of students ^n the program 
and association with program staff as from infomat ial meetings 
and printed materials, 

Gnidanee personnel should have good understanding of the program 
to speak knowl^dgeably of it to students, and tiie entire faculty \ 
should be aware of the student recruitment sdiadule. 

y^mn describing IBCT to teachers* emphasize t±at the program helps 
meet student needs not met in the general educational system* 
rather than leveling criticisms at toe local dis€rlct« Point out 
that EBCE is one alternative among many for students^' and that it 
can flourish side-by-^side with traditional classroom education. 
EBCE should not be "defended" to district teadiers but should be 
described as a complementary option for some students and staff 
to consider, \^ 

{CE)y'5 Introduction to Tigard Teachers 

Early in planning for (CE)2? a small group of teachers from the 
high school (inGluding the head of l^e social studies department 



Cormunity Relations (itmm 10) 



and tGachers associated with career education and the cooperative 
work ajiperience program) were asked to meet wia EBCE staff to 
identify teacher concerns and questions about the program. They 
were also asked to help plan an informational meeting for ttie 
entire high school staff and to become advocates of the program witii 
their t> llow teachers, 

Ihe program was introduced to the high school faculty at a 
regular afternoon staff meeting. After the meeting and toroughout 
the following day, EBffi representatives were avail^le in a 
designated room of the high school to discuss the program further 
with interested individuals* 

There are many different ways EBCE might be introduced to a . 
faculty, including working with small groups of teasers by ^ 
departments or an afternoon workshop for teachers (with the 
possibility of released time) , Keep in mind ttat meetings may be 
more productive in the morning than after a full day of classes 
and that small-group discussions are frequently more fruitful 
than large-group ones. Rememlj^ir also three basic suggestions for 
any presentation—m^e it visual (with transparencies, slides or 
other .techniques) , hand out descriptive literature and concentrate 
on aspects of the program that will help to allay audience concerns. 

Suggestions for Ongoing Program/Teacher Liaison \ 

\ ^ A ■ 

EBCT Staff ^ should give credit tc ual teachers whenever possible, 
acknowledging the pluses of EBCT students' prior ediicational . 
experiences and recognizing teachers for any assistance they 
give to the program* They shoulfi^^lso listen to both sides 
in any instances of contention or mismderstanding between EBCTI 
students and hi0i sdiool teadiers or admini.;= -irators* In addition, 
EBCE staff should assist district teachers whisrieve^ feasible-- 
locating commmity resources, ^ for example, or di.icussing application 
of EBCTI materiais and procedures to meet teacher needs * EBCE 
staff can show teasers how to use program techniques in their own 
teaching situations* 

If the program is housed in the high school, EBm staff meters 
should be in touch with their fellow teachers (attending foCTal 
and informal faculty activities, for example) to offset any f 
cliquishness t^< might be assumed ^ecaiae of the intensity of an 
IBCE staff's work* If the program is housed separately from the 
high s^toI, EBCT staff members risk being "invisible" to district 
tearfiers, 'J^i^ sho iXd be offset by ongoing liaison beta^een staff 
mentoers and high school teachers - 
(CE) 2 found tiiat interest in and support for the program. grew 
aRiong high school administrators and counselors as ttiose 
individuals worked wiUi program staff on various operational 
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details. Othar programs should seek ways to involve local 
teachers in the program without adding to their . jgular teadiing 
burdens. Such involvement could include a series of visitations 
for high school staff to observe tJie program in operation. 
Teachers could be represented on the program's adviso^ board, 
intern at the learning center or attend summer workshops with EBCE 
, staff and/or students. 



^ — -^CROSS-REFERENCES — — ^ 

S&B Appendix K for a copy of the handout used at a Tigard tBaah&rs' 
informational me&ting on EBCE, 

See "PersonnBl," pages 79^86 , for more specifics regarding 
program staff orientation and interaationB that are necessary to 
the efficient operation of the program. 

The student-^related information nee^ of program staff and (CEi^'s' 
systems for meeting these heeds are detailed in "Student Records 
Student Services . ^^ee particularly Items 2 and 4. 
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Meet information and liaison ne^ds.of EBCE students 
and parents 



STUDENTS 



students' understanding of the program is essential for their 
affective participation in it. Ihay need a thorough orientation 
to "house rules" and operational details o: tha program and a 
clear Xmiderstanding of tiielr rights and responslbilitias. ttiay 
also ne\d systematic, ongoing feedback on their learning progress 
and pers^dnal growth in the program. In addition, students n^sad 
channels for shartng ideas ^ith eadi other and with staff, and 
thay should have a role in program planning and decision making. 

(CE)2 Procedures for Meetlrfg Student Information Needs 

(Cfi)2 students recaiva Information about themsalves and the program 
primarily tiiroi^gh personal contacts with staff, employar Instructors 
and each other. (CE)2 staff try to be easily accessible to students, 
lliey^plMe great importanqe on recognizing student aGCompllshmentS" 
san^nqrpost cards home to acknowledge sujcassful projects or 
actlyjftles, con^atuim^tng^ studahts when tiiey ^complete spaGifled 
program tasks and lo6T£rn|r for daily opportunities to help students 
feel good about themselves and their -efforts In the progrMi, 

Ihe first w^ek of t^e school year is spent orienting students ito 
the program. A student han^ook is distributed to sairve as a 
refnrence to such details as program CQmpletion requirements, 
S(^ool year action Eonas, toe student accountability system and 
transportation proceduras . . / 

^ ' ■ ' ■ / 

Ihe program has detailed procadures for planning anjfUffionitori/ig 
student learning and for guidance tiiat are"^sT^ed tq give students 
continuous feedback on their learning progress and personal growth, 
A bullatln board (Student Status Board) in the learning canter 
shows students their o«rn and each ottiar* a progress In the program 
In an Imifvadiate, visual way via colored cards Indicating each 
student's currant enployer site and progress on projects and 
conpetencies , (0^)2 also has an open records policy giving 
students full access to their own pragram-related Information. = 

A student government plan gives students tha right to form working 
commttaes to address specific Issues and to elect a representative 
to tJie board pf directors (one from returning students for ths 
first half of toe year and one from first-year students for toe 
second half), 'ffia g^tudant represantative Is a voting nentoer of 
' toe board. ^ \ 
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((^) 2 ^Iso provides oppartunities for student group activities to 
counteract the isolation ttiat can be a problem with any 
indj.vidualiEed in structional programs 

A staff/student Hiseting is scheduled 3pproKimfe.Uely once 
a month, or more frequently if needed* A bulletin 
placed in student mailboxes prior to the meeting llst^ 
topics that t^e staff have identified for discussion and 
asks for student suggestions. Ths final agenda is drafted 
by the student coordinator. Agenda topics mighb include 
routine housekeeping itemr .reminders to students ^out 
transportation requests , confirming appointments with 
enployers and turning in time slips, for exampla) well 
as discussions of program details (clarifying procedures 
and so forth) . 

An annuaj. staff/student retreat in tte fall of each year 
helps students increase their understanding of the 
program and brings staff and students closer together , 
oi^ning channels of commmiication and trust, 

Year^end retreats for seniors give these students an 
opportunity to offer suggestions for inproving the 
program, as do yearly debriefing sessions with returning 
students . 

So6ij.l jnd i n formal activities for students # parents , staff 
and board members have included an annual fall picnic, a 
^ Christinas gathering and an evening des sert for graduating 
students* 



PARtNTS 

. ' / 

Parents of EBOT students need confidence in thm program and 

> assurance that their sons and daughters are receiving an 
^uucation tJiat compares favorably witii conventional high school 
programs. Parental TOnfidence In the program anf^ its staff is 
also critical because parents are a primary source of informrvtion 
about the program to the community* TOis confidfince should first 
be generated during student recruitment To sustain tlieir 
confidonce , parents will need , coritinu. * j explaiiation of program 
pu^rposes and characteristicn and specific and frequent faeOo^nX 
iOn what their sons and daughters are doing in^ t^m p^/ogram nn^ ^ow 
wall they are progressing , 
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{CE)2 Parent Nights-Orienting Parents to the Program 

Although prospective parents are given a full briefing on (m) 2 
during student recruitment in the spring, participating parsnts 
need a '^refreshar course" in what the program is all ajbaut when 
the school year begins. To meet this need, (CT) 2 instituted a 
parent night in October or November of eadi school visar. All 
participating parents are invited to tiie learning center tb meet 
infomally with staff mentoers and eadi other. 

Parents generally have a number of questions to ask ^out the 
program and its abilities to Met sti^dent needs. Ihey want to 
be sure that students are not "wasting time" and toat'toey are 
"learning something," ^ey also want to understand the staff/ 
student relationship, which seems mudi less fon^l and structured 
than in the traditional high s^ool. The (CE)2 staff do eve^thing 
possible to m^e parents feel "safe" in their knowledge about 
program operations. 

Format for the i^) 2 parent night is grnerally as follows: 

1- Program acininistrator introduces staff members and 
gives a brief e^lanat;ion of usually with 

accompanying .ilide^tape present ^ ci. on. 

2, Parfints divide into three groups to rotate among 
st^ff merrib%rs"learning managf^ri and learning 
^ resource specialist meeting with each f^roup on the 
rdfe iJkills (es^laining pro jectf co^etencles) ^ 

employer relations specialists er 1 Ining tiie uje 
of learning sitfes in the communiv: atI-^ special 
^.::tention to Es^loration Parages miA onsite 
— e^ectations for students) and program administrator 

and student CDn.:r^nator explaining the student 
accountability system and parenti reporting, 

.3. Total group reconvenes for questions and answo" ^ , 

Staff try to keep their presentations brief, with plenty of t..ne 
for informl interaction witji parents. By session's end. parpnv ^ 
have usually caur;ht the supportive feeling of the program and arc 
asking "Haw can I help? Wiat can I do to encourage try Bon or 
daughter?" 



Other (CE)2 Techniques for iCormiunicatlng With Parents 

(CTO2 staff keep in close touch with parents regarding student 
progress in the program. In addition to Bending written rv^ports 

parent^ at thc^ end of ea^ of the action ECnes IntL^'wMch 
atudeat learning activities are organized du;T,Lng the yea^. staff 
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divide parent telephone numbers among themselves and make personal 
calla at the end of each ^one to further discuss student progress, 
Ihese talaphona contacts help make parents a definite part of the 

team* (One s tudent reported that his mother greeted him 
with "Have you finished your project? Is your competency done?" 
He said^ "I didn't even know she knew tho.?e words i") 

Parents come to the learning center for |-^^rsonal conferences twice 
during the year and more frequently if desired or needed. The 
two scheduled conferences are set up so parents rotate among 
staff menders and talk ^'<tli eadi one, the staff believe these 
personal conferencss | c ide an excellent opportunity to further 
parent OTderstanding of program operations. 

Parents also receive copies tiie student's computar career quest 
printouts by mail so tiiey can see whi^ employer/community sites 
their son or daughter is e^^lortng* Ihis gives parents some 
tangible evidence of what their student is doing and tiie interests 
the student is developing. It also helps parents see ttie extent 
of the program's involvement in ttie community* 

/ 

m addition, (CE)2 holds informal s^ff /student/parent get-togethers 
during the year (a fall picnic^ for example) and mails general 
program information to 'parents toroughout the year/ including a 
printed newsletter (see Xtt^m B, page 139) ^ 

Involving parents as much as possible in program planning and 
operations helps to generate strong oarant support for Idle program 
which, in torn, carries over to the cOimunity. Parent input to 
(CE)^ program decisions is provided Jirough represent-ation on the ' 
program's board of directors (two parent representatives/ one from 
returning students and one iirom first-year students) and tJirdugh 
parent participation on various progiram planning task forces* 



— ' ^ 'bROSS-^REFERENCES ~ ™_ 

The Stude nt SBr^iamB kandhoak contalnB sever&l r&ferenats pertinent 
to t^a inrorm&tian needs of EBCE studBntn and rur^nts, fojlows.^ 

Dntails on (CE)^'s weak-^long ^tudont orimntation are 
aontained in ''Program mt^i^/Exiz,'' pagms 2/^13. a ' i^amplti 
.ftudent handbock .is displmyeJ in Appendix A, 

2^3© staff/stud&nt r&treiit is disauSBed in detail in ''Guidance,'' 
Item !S. 

rcc -'^duT^s for reporting studont pronrnss to b^th studuntB 
^nd parents are datmili^J in "S^ud&nt Records,'' Itew 15. 



Coimmiity miations (Item 12) 




Meet information and liaison needs of studants and parents 
in Icrcal district 



Parent support is an essential factor in coimnunity acceptance f 
and peer undarstanding an4 acceptance of the program can have an 
effect on students* desire to choose EBOT as an alternative* 

, Parents are naturally interested in knowing prograin pu^oses and 
design p As taKpayers tiiey want to know how much the program is 
going to cost tiiem. They also want to know who t^e prc^gram is 
intended to serve/ how learning is structured and directed, what 
provisions are made for student safety at employer sites and if 
EBCE students can receive regular high school' diplomas 1 
Nonpar ticipating parents need 7;^assurance liiat EBCE is not 
diverting resources or staff from !:heir own diildren*s educational 
programs * 

Student iX^^ruit^nt is one of the program's basic processes for 
sh£:,ring information wiUi parents and students in the district. 
Potential EBCE.studrnts and their parents need general infonnation 
concerning learning oppor mities avail^le through EBffi* After 
receiving general information, students and parents with a 
continuing interest need detailed infomation on tiia program as it 
applies to them. 

Basic program information may be conununicated to studeiits and 
parents through flyera, displays, letters to parents, classroom and 
large-group presentations and articles in school and local 
newspapers. Prospective applicants and their parents may be 
contacted individuall}- by staff mentoers (in person or by telephone) , 
invited to student/parent group presnntations ,^ given brodiurer and 
more detailed program information and, if the program Is already 
-Operational, invited to : i open house at tlm learning center. 

f^onparticlpating students gain impi jsions of -ttie program through 
crnt^iCt Witt EBCE students. Program staff and students should 
be aware Df this in^formal metho-1 of eomnunication and of ^ e 
"^westvxges" they are u ending. 



CRjSS-REFBRENCB ™ 



(CS) 2 student: Mcral tnient pjcacedurms ^ inaluding g&neral information 
presentations to studentB &nd pmrmntB, ire aontmined in ^'Pragvam 
En try/Exi t/' Stndent SsrviaeM, pages 1 : - 2 2 . 
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Meet infomation and liaison n&Qds of business and labor 



EiCE must work Gooparatively wi^ both m^agement and l^or to 
ensure that its pu^oses are imderstood, that it can function as an 
educatiDnal alternative in liie conmimity and that the rights of 
both leaming site ei^loyees and students are fully pTOtected, 

Personal contact will be tiim roost effective, direct means of 
informing business and labor groups and individuals about toe 
program* Personal contacts should range from informational 
presentations at group meetings to involving individuals from 
business and labor in advisory capacities for program planning, 
review and evaluation (business/l^or Representatives constitute 
the majority meii±>ership on the (CTDg Board of Directors). 

IhesR audiences can also be kept informed through printed materials 
(newsletters y brocdiures, reports), coroiimity-dlrected publicity 
(newspaper articles, for example) and targeted mailings. 



EMPLOYER/CONWUNITY PARTICIPANTS 



Ihe internal employe r/GOnmunity pijblic of an ESa program Consists 
of all the people in the community who have agreed to serve as 
resources for student leaniing~employers who have committed Ulieir 
places of business as learning sites for students, employer 
instractors and conununity resource people, tutors and cMipetency 
certifiers. After being recrui-^ed into uhe program, these various 
partiGipants need 

1. an orientation to ttie program and their roles in [it 

2. j^rtinent informtion about ti>e studants with whom 
they will be working ' 

3» feectoack on their effectiveness in tteir given program " 
roles ^ ^ 

4. varyinfT ar^^unts of assistance depending on their role" 
from the detailed lla,lson and training needs of employer 
instructors to die mininml assistance needed by 
i competency certifiers ! 



Basically, the program v/ill need poim regular mat±ods for maintaining 
effective ^yo-wav' ^ominmication between staff and employer/coiranunitY 
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resQurce people and airing the resource people thenigelves. 
Participants need channels of conununication open to them for n^ing 
suggestions for program ii^roveMnt and for recc^.tving feedback on 
their suggestions. 

Suggestions for Cormuni eating With Participants 

(CE)2 has instituted detailed procedures for reGruiting, developing 
and maintaining employer/ community sites and individuals 
participating in the program at those sites. Theae strategies have 
specific implications for program relations, but tiiey are described 
fully elsewhere (see cross-preferences listed on page 138) . 

(CE)2 staff members provide continual support to employer instructors 
in their work with students. Tutora and competency certifiers do 
not require as extensive involvement with program staff to fulfill 
their roles with students , but staff menfcers are in personal contact 
wit^ these conrouni^ individuals, too, whenever needed. 

Involving participants in program planning # governance, evaluation 
and commiity relations activities^ such as presentations to groups, 
helps to keep them informej and interested in the program* T^e 
(CE) 2 administrator holds frequent informal meetings with community 
participants in the program, individually and in small groups, to 
brainstorm various issues. of employer involvement in (CE)2"^for 
exaanple, legal relationships between tiie program, employers arid 
l^or, and ways in whidi employQrs can be personally helpful to 
students at tiieir sites* In addition, whenever employers 
community resource people attend a (CE)2 function, their evaluative 
feedback is sought by means of questionnaires or disciissions* 

Participants need to know how vital they are to the success of the 
program. At (CE)2^ certificates of participation are given to 
conmunity merribers who contribute their time and ener^ to the 
program^ and itudents write tharfc--you letters to their e^loyer 
ijistrueters. Staff also handwrite post cards of thanks to anyone 
who takes part in the program (the program has i Vs "logo'* 
imprinted on post cards as well as stationery). 

Strategies that inlgnt be developed by other i;.BCE sites include 
fall program get-togethers for connnimity participmts and the 
students with whom they will be working and an "honor roll" of 
participating empl oyers m\d bu«iinesses posted in the learning 
center^ A testimcnial dirmer at the end of each school year 
.might give additional recognition to employer instructors and 
other coiranmity participants. 
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BUSINESS AND PROFESSIONAL GROUPS 



Thm program should be es^lained to ainployer groups whenever possible 
(community and even statewide en^loyar associations^ for exanple) to 
encourage a more widespread understanding of EBo:.* "Spreading thm 
word" to employer groups can underscore and er^ance site -recruitTOnt 
efforts and also foster general conmunity support* tte local 
Qiantoer of Conroerce is a basic employer audienoe for receiving 
general program information^ as are groups sudi as Business and 
Professicnai Women, Rotary and Kiwanis, 

Local or state representatives of national orgmizationi siidi as 
the National Alliance of Bi^inessren and American Association of 
Training DirectorE should be made aware of what EBd is and how it 
operates, NatiOTal interest in the program can greatly aid local 
employer recruiting efforts. Local, state or regional offices 
of national business and professional groins are logical ad^tions 
to mailing lists to receive program newsletters and otiier descriptive 
materials* 

State regulatory boards i various professions may also need 
general information itoout EBCTi* (CE)^ made a presentation to tiie 
Oregon State Board of Cosmetic ^erapy, for example, in response 
to a question about placing a student at a local beauty sdhool, 
^e Cosmetic nierapy Board members Meded to know about the nature 
of student learning activities at tfie beauty school to agree .toat 
the site could take part in tie EBCE program. 



LABOR 



Thm American labor movement has always been concerned with quality 
educational opportimities for young people and with the rights of 
students as well as workers. Labor organiEations have vast 
eacperience in training young people arid can offer valuable support 
to EBCE prograns if thmy understand prograun goals* 

Program should adopt ^licy statan^nts and procedures that clarift^ 
their position on matters su^ as the learning status of students^ 
Wiese statements should en^hasir,e that EBOE is a learning program^ 
not a training or^ apprenticeship program^ and should distinguish 
cleariy between "workers" and IBffl student ^'learners," 

Policy statements will be only one step in clarifying prggram 
operations to the satisfaction of l^or representatives, hwever. 
Another major step will be to involve labor representatives 
actively in program plarming and governance* This should niean 
not only representation on tlim program's adviiory and/or governing 
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boarda^ but also inclusion of union spokesmen in prograin task 
forces attending to specific planning details. 

Educators who have had experience in dealing with unions may be of 
asaistance in establishing Gontact with union officials, ^^or 
representatives on the program's planning, adviso^ and go^ming 
boards should also be asked to help set up meetings with ufficlals 
from various unions in the coinnuni% as a prelimina^ step in 
building program support and paving the way for potential student 
placements at union shops. Labor officials might be encouraged to 
attend EBffi advisory board nee tings and could also be invited to 
attend er^loyer instructor training sessions* Union offices 
themselves might be dewloped as sites for student learning, and 
mion representatives should be asked to ^participate in en^loyer 
seminar presentations* 

(CEjg/Labor Liaison \ ' 

(^) 2 three labor menders on its governing board, representing 
locals regional and state- union interests,' (A progrOTi located in " 
a heavily unioniMd area may want an even larger union representation 
on its advisory or goveniing board J 

1 ^^"^ , ■ 

(CE)2 did not seek specific mdorsement from any one labor group 
but worked instead with individual labor leaders and locals to 
build mders tiding and sup^rt for the progpram. 

As {CR)2 began operation, program representaiy,ves met with the 
eKecutive committees of county central labor |GOmcils in the 
Tigard area to inform l^or representatives about (CDj Md 
establish some agreement as to how it could wbrk with labor. In 
addition, a l^Dor representatiw was contacted to help identify 
union locals and l^^r officials who should bel aware of the program, 
These included leacters from locals that mght be represented at 
potmtial learning sites in the coinmunity, as well as local opinion 
leaders in ^he union movement. 1 

An introductory letter was sent to Identified ^lon officials 
briefly e^Q^laining the program, naming mentoers ^f the governing 
board and listJ.ng the sponsoring agencies* Meetings were 
si^sequently set up with individuals and groups I to introduce 
prograin concepts and appropriate staff and to h^ar specific labor 
questions and concerns. Labor representatives W,Ito could see 
potential **pressure points" In the placement of (CT)2 students a^ 
specific sites were asked to iQavm their cards so prograin 
representati vaa could contact them later for followiip discvissions * 

(CT)2 l^or contacts resulted in some specific suggestions for 

strengthening union support of the program, ^ese Included 

(a) holding periodic small=group meetings with union representatives 
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from locals in ^ he conmunity, (b) keeping . .'ficers of councy' labor 
councils up to -ii te on the program^ (c) ^veloplng an underst^dlng 
with thesa officials that program representativep would contact 
them inrodiately for their assistance if pMblems should arise 
regarding apeuific student plaueMnts^ (d) inviting labor 
representatives to tour the learning center and visit participf ting 
enploy^r sites m.d (e) using labor comcils as a resource for 
locating speaJcers to talk with IBCE stMents about the role of. 
labor in business ^d industry. 



CROSS'-mFERENCES 



Impmct of child a r laws on program policy is discussed an 
page 220 of Appendix B. 

Proamdures for reporting student-related inforimtion to mmplayfSr/ 
cormiunity partlaipmits are detailed in *'Studef^ maords student 
Services , item IB. 

The employer recruitment process is fully/ detailed in Employer/ 
Comnimity Emsources , pages 3-60 , including suggested proQedures 
for contmating potential participant.^ y pages 26-29/ general aonaerns 

id inforirmtion needs during recruitment^ pages 30-40^ ^d 
suggestions for materials to use dating recruiting ^ pag^ 45* An 
employer informmtion packet is displayed in Appendix C, This 
packet also contains a (CE) 2 policy stmtmmnt alarifying ttm 
provisions under which both employers and students participate in 
the program^ including the student's learner status and ttm 
relaticnship of the program t^ the Fair Labor Standards Ach^ 

Copies of th^ (CE)2 ^ork for pay and producti%^ity statements are 
displayed in gifipIoyer/CoffEm^iti; ^sources , Appendix 
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Meet, information and liaison needs of cominunity^at--large 



Basically, community groups need general program information, 
which can be transmitted through a variety of channels including 
personal contact by staff mantoers, presentations and mailings, 
news releases, interviews and feature storiei in local 
media, ^e conmunity'-at-large should also be represented on the 
program's governing or advisory board. (CE)2 has one Mntoer-at" 
la^e on its board, and this position has been filled by various 
people aptive in Tigard civic affairs. 

Each comntmity has groups Goncarned witii coOTnunity development and 
educational opportwlties^ for young people. Ihese groups include 
civic and service organizations such as the League of Womn Voters, 
news releases, interviews and feature stories in local media. 
The Goiraiunity-at-large should also be represented on thc^ program's 
governing or advibory board. {CE)2 has one mer^ar-at-l:J -j^' on its 
board, and this position has been filled by various people active 
in Tigard civic affairs. 

^ere will be otoer, less formally organized groups that should be 
informed about EBCE, too. O^hase groups include tas^ayers if the 
program is operated by a school district and "neighbors" if the 
learning center is located in the community adjacent to business 
and professional offices or residences. ConmiuniGationi can also be 
targeted to particular segments of the comnunity-' -senior citizens, 
for exai^le, whose time and e^ertise mght be an invaluable program 
resource • 
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Meet information and liaison needs of educatiohal 
community 



OTHER CAREER EDUCATION OR COMMUNITY-ORIENTED PROGRAMS 



EBCE programs should est^lish and maintain liaison with other 
educational programs that draw from the same coir^unity resources 
or share simlar puj^oses with EBCT- This liaison could include 
presentations to district advisory groups for career or wcational 
education ; for example. 

The administrators of other programs need information that lets 
them put EBCTI in perspective with their own efforts, mey shrjuld 
know ElCE's pulses and the students to v/hom it apg eals . Th^y 
also ^ should know the general EBCT procedures^r student learning 
in the community, ^e scope of EBCT as a comprehensive educational 
program encompassing Life Skills and Basic Skills as well as 
Career Development should be made clear. 

Cooperation has marked iCE)2's relations with other programs in the 
Tigard district, whidi include community -based junior high school 
career exploration and high school cooperative work esperience, work 
release and an Alternative Futures program involving onsite study of 
local government and social service agencies. (CE)2 staff , for 
example, helped the Tigard Hi^ Sdiool staff est^lish procedures 
for tapping conmiimity resources for the Alternative Futures program, 
A Tigard School District admnistrator noted many possibilities for 
cooperation among programs, including sharing information about 
enployer/comn\mity resources , drawing from IICE experiences in 
planning junior high school career exploration and coordinating the 
transportation needs of programs moving students around the 
community, ttis coordination requires a pooling of information 
about needs and resources* 



COLLEGES AND UNIVERSITIES 



Colleges and universities are interested in EBCE^s ability to 
prepare students for postseconda^ education and in thB program's 
credentlaling procedures . 

Contact with college and university officials will generally be 
person- to^person, invol^ng letters, telephone calls and 
conferences. Groups or associations of college officials in the 
area could be readied by informational presentations on t±e progr* 
and periodic articles in association newsletters. . 
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Direct inv^lveTOnt in the program can, of course, enhance 
understanding of it, Postsecondary institutions in the immediate 
area, co^anunity Golleges in^ particular , might become community 
resources ^or student learning. For exampla, im) 2 has involved 
physical education students from a neighboring university in helping 
(CE)2 students prepare for tte physical fitness co^etency. iCE) 0 
has also, on occasion, enrolled some of its students in courses at 
a neighboring community college. In addition, college officials 
can serve on program task forces to study specific issues and 
review the program* s credentialing format. 

If the progran is located near a teacher training institution, 
there might be mutual advantages in f >: taring a close working 
relationship with that institution. Teacher training program are 
potential sources of tutors and EBCE staff. Aspects of EBCE 
might affect the teacher training itself, with traintas observing 
ESm's strategies for personalizing learning, team interaction and 
managing the data involved in an individualized program. 



OTHER EDUCATIONAL AGENCIES 



Any ESm program will find it necessa^ to est^lish ongoing 
liaison with some or all of the following educational agencies or 
groups : 

' 1. school districts receiving formWr EBCE students as 
trans fers 

2* intermediate education districts that can offer 
services to the program 

3. state departments of education 

4. state associations with regulatory fujictions relative 
to students or programs (a student activities 
association # for example) 

i ter* ^f^d groups and institutl ) want general 

information on program develor^ udent 
achievement and other evalu ita 

School districts receiving transfer .^Luauuts need to know how 
student learning in the program can be translated into their 
particular credentialing system. Agencies offering services should 
know, ^out program needs and eligibility for their services. A 
state department of education needs to know how student learning 
in tile program meets state standards^ and requirements. 
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State associations with regulatory functions need information 
relative to their specific concerns. For axa^le, (CT)^ 
negotiated with the Oregon Sdiool Activities Association to obtain 
the clearences necessary to allow ICE) 2 students to participate in 
extracurricular activities at Tigard Ki^ Schodl, Ihe association 
needed to know the enrollment status of (m) 2 students and wanted 
access to individual student progress reports on a periodic basis, 
if necessary, to ^verify student eligibility to participate in 
school activiries- 

Interested groups and institutions may desiru presentations on the 
program^ printed materials or learning center or employer site 
visits. Soma groups may have specific information needs 
(foundations or institutes that might be potential sources of 
funding, for example, or potential adopters of the program from 
other districts) * 



— ■ CROSS-REFERENCES — 

CollegB and university officisLls will havm specific Information 
needs relative to student applications for admittance. These 
needs artj discussed in "Student Records/' Student Services , 
Item 2 and Appendix 

(CB) ^ procedures for providing program infmrmatian to school 
districts receiving EBCE transfer students are discussed in 
"Program Entry /Exit," Student Services , pages 37-38, 



Communitu Relations (Item 16) 




Provide for ongoing evaluation of community 
relations efforts 



It IS virtually impossible to separate an EBCE program's conimunity 
relations activities from total program operations. Alnost all 
aspects of the program require community cooperation for 
implementation. Evaluation of community ralations efforts , 
therefore, is essentially a matter of program evaluation/ ' You 
should develop criteria for assessing the extent of community 
si^port for EBCE and assess that support level periodically. 

Consider various indicators for evaluating 'the program's conmunity 
relations J overt demonstrations of support from individuals and 
groups (percentage of community's employers taking part and 
endorsements by community groups, for example), frequency and 
number of requests for program information, length of time 
participants remain in the program, reasons enployers give for 
leaving the program, percentage of refusals to participate and the 
reasons for refusal, letters of coiranandation and criticism, 
citizen comments at school board and advisory board meetings and 
so forth. « ' 



as can 



Questionnaires can play an important part in evaluation, 
interviews with program participants (see ltei!r-87"'pages 170-171). 
Questionnaires can assess respondent perceptions of program 
operations, attitudes tward the program and inpact of the program 
on them. 



CROSS-REFERENCE 



The Evaluation hmmook will contain guidelines on evaluation of 
all aspects of an EBCE program and include sample questionnaires. 
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APPENDIX A 



Alternatives for the Operating Base of 
an EBCE Program 



The follwing material offers an ov&rviBw of Wo optJons for 
' '-^q EBCE program: 

an alternativB eduaational prugram within the 
rmgular Bchool diBtrict struature 

2. as a private f nonprofit corporation governed by 
ito awn board of directors and offering its 
program in cooperation with a sahaal district 

Eaah of these alternatives allows vari^ticns for location of th 
program's learning center^ Mid the apf jndix briefly lists 
advantages and Msadvantages of Uwsb variations. We are not 
attemptjnq a comprehensiv inalysis of the pros and cons of 
installs ig an EBCE program "within" a school district versus 
"outside'' a s^ool district or locating the learning center on 
school campus or off.. What we hope to give is simply an "idea 
prompter" to aid you in your own deliberations . 
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ALTERNATIVES FOR THE OPERATING BASE 
OF AN EBCE PROGRAM 



OPTION I: EBCE operated within the regular school district 
structure 

Ihe EBCE program would be kept intact as a total and 
con¥>rehensiva educational altemative but would be managed, 
staffed and supervised by the school district. Ihe school 
district would go^mm tjie 130! program through its board of 
directors and district administration. An advisory group 
representing program participants and the comnunity would be 
formed to assist the school board in mking program decisions 



OPTION II: EBCE operated as a private, nonprc^U corporation 

A private, nonprofit corporation would be form, (A 
nonpr t aoii ..uion does .*ut i^^ye storks or distribute 
profits. It has menfears who may hold various classes of 
voting rights. Directors may be elected by various classes 
of members. It must have articles of incorporation; it may 
also have bylaws. It miast be granted a corporate ^larter 
from the state in Wi\ich its hnadquarters is located*) Ihe 
governing board would be elected by those participating; 
menfeers would renresenf parents, students, the cormiunity at 
large, public sciiaol officials, business and labor, ^e 
corporation and EBO: program would exist as adjuncts to a 
specified public sdiool district that would receive donations 
from the corporation in toe form of specified educational 
services for a given nu^er of students. Students would be 
drawn from the cooperating public s^ool; hence, educational 
status would be ttiat of a p^lic school program. 



With either of thesa two c ptian . the pzogram'B learning center 
could have two pOBBihle locations, giving th& program varying 
decrees of identity with the school district and other high school 
progranm. The learning center could be located 

a. on the high srfiool campus or 

is. at an alternative location in the community 
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A COMPARISON OF ALTERNATIVES 



Governing Structure 



School District Gove man cb 

EBCE advisory board needed 
to reprasent program 
participants 

s^ool district would 
a^ercisa control over 
program 



Private Nonprofit Cor^-Dration 

program board of direetcrs 
directly represents 
participants 

allows experimentation with 
new. policies , services/ rules 
and regulations without 
involving entire school 
district 



3. lencthpn ^ " . : 

u. n beto/een EBCE 

and policymaking 
iDoard L 



shortens lines of 
communication between EBCE 
staff and policymaking 
board 



4. provides direct commimi cation 
and accomit^ility between 
program and sdiool district 



5- might result in school 
district policies being 
applied to IBCT that are not 
appropriate to the program 



reqiiires coordination and * 
agreentent between program's 
board of directors and 
cooperating s^ool district 

"regular" school policies 
might differ from those of 
tile EBCT board 



would ensure compat ability 
between personnel policies 
for EBCE and school district 



parents and students might 
consider it a "safer" option 



shortens lines of 
coiTOuni cation between 
prog^^am staff and district 
teachers 



6, teacher organizations may 
express concern about 
cQmpatability of staffing 
and ^'srsonnel policies 
witii those of the district 

7* separateness of the 

organization may inhibit 
students and parents from 
choosing it as an option 

8* lengthens lines of 

commuhication and cooperation 
between program staff and 
district teadiers 
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could share in district 

f rvices such as 
ansportation / materials , 
hrarYf personnel 



9. could negotiate shared 
services tiirough working 
agreement with school 
district 



Appendix A (Operating Alter natlvms) 



Location of Learning Center 

Separate from Sc±iool CMmpus 

1. could anhance EBffl's identity 
as a community-based program 

2. gives stuients a definite 
diange in learning 
environment 



3. may be more costly than 
housing learning center at 
tiie high school 

4. mora conducive to enacting 
rules and regulations tiiat 
mght differ from those for 
students at the high school 

5. extracurriciilar activitiesl 
would be less accessiJble tp 
EBCB students I 

6. EBCT students would be no^e 
remote from social situations 
with other students 

7. might decrease ability to 
share servicus witii the 
high school 

8^ mi0it require additional 
transportation services 

9. lengthens lines of 

communication beto^een program 
and district 



On High School Campus 

1. program might be identified 
nrare with the suhool than 
witii the corrmunity 

2. students might saa less 
"difference" batwean the 
regular high school 
environment and EBCE learning 
center 

3. would help to minimize 

progr.im costs 

4 . would require more 
coordination and 
understanding between program 
and high school (staff and 
students alike) 

5* extracurricular activities 
would be more accessible to 
lira students 

6. would help EBffl students 
stay in touch witii other 
students 

7p easier to make use of 

existing high school services 
(library ^ resource centers^ 
coimseling) 

8. school district transportation 
would be more accessible to 
program 

9. shortens lines of 
communication between program 
and district 
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APPENDIX B 



Legal Requirements for Operating an 
Experience-Based Career Education Prograni 



The following analysis was drafted to help school administrators ■ 
identify the legal requirements that would have bearing on EBCE 
programs. It suggests the kinds of legal considerations that 
should ae given to any EBCE program, even though it has been 
based on Oregon legal codes, and includes some of the unique legal 
ramifications rf the independently governed (CE) 2 tmdel. 

It should be noted that this material was drafted in deptenber 1974 
and does not reflect any changes in state laws published since that 
date. The organization of the material is similar to handbook 
sections in that it begins with a checklist and then offers 
narrative detail on each step. 
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CHECKLIST OF LEGAL REQUIREMENTS 



Adopt board policy covering multiple aspects of program 

Ensure services are not prohibi ted'^by collective bargaining 
contracts 

Gain approval of participating districts 

Gai-; state departinent of education approval of program 

EKecute contract between district and operating agency 

Execute Gontract between district or operating agency and 
employers 

Make agreements with participating parents and students 

' Est^lish procedures for studenus in program to qualify 
sahool for state reintoursements 

Establish procedures to assure confidentiality of student 
records 

Etft^lish procedures for Masuring achievement of minimum 
standards for high school graduation 

Assure the avail^ility of state-approved textbooks 

Insure students against injury and other damages received at 
ei^loyer leaaming sites md enroute to and from sites 

Indemnify employers against loss resulting from student 
activities on their premises 

B^stablish procedures for students to qualify for participation 
in extracurricular and other school activities 

Establish procedures for recording student fulfiliment of 
conpulsory attendance requirements 

Meet teacher certification requirements 

Conply with child l^or laws 

Meet physical requirements for educational^ofacilities used 
in program f 




MmAGEMENT *S ORGMIZATION 



Adopt bomrd policy aovmring multiple aspmats of program 



Explanation 

The districts' policies related to EBCT should be clearly 
established prior to^ beginning the program. 

It is important that policies be explicit^ but deal only with 
broad policy questiOTs smd not incorporate detailed administrative 
proceduras tiiat could be inhibiting. 

^ Policies might best ht prepared to Gover all alteimative learning 
programs in toe, district. 



Procedures ' , 

Iha district board should adopt a policy covering tlie following 
tqpA am% 

1. student eligibility for the program and j^rccedtiras for 
selection of students 

2. purpose and services to be provided by the progr^, 

3. relationship of the program to other acade^vic 
programs ^conduatied ^y the school 



4.. responsil^Jnttty fo^-program planning and operation 
5. portion of ^e^istricts ' academe requirements that 



6* n^tiiod^of measuring achievement of conpetencias and 
converting to minimum units in required areas of 
study 

7* method of co^uting attendance , 

"Be method of converting achievemant of competencies to 
grade reporting as well as transfer of credit = to 
odier schools " ' 

9* method and pro co dure of recording student progress = 

10* school's relationship and responBibility to employers 

11, intent and authori2.ation^"to contract with an outside 
agency to operate the progranu if this, Iprocedure is 
to be undertaken 
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12. ^responsibilities of students in the program 

13. students ^--aoc^ss to other school activities and 
services as weil. as texts and instructional 
materials 

14. responsibility for inspection of sites for student 
safety 

15* liability 

16. discipline 

17, responsibility for recor^eeping 

Policies should be developed cooperatively with the staff^and 
Qoiranimity. 



^ EnBUTB smrvlces are not prohibited by aAllmativm barg^nim 



Explanation 

Increasing condem about job security of certified teachers is 
resulting in. tiie inclusion of restrictions on "contracted services »' 
in collective bargairilngr agreements. 

These provisions mmy restrict the district's ability to contract 
With mi outside agency or with participating employers to pperate - 
the career feducation prograifu 



Procedures ^ 

It should be en^hasized that EBCT! does place responsibility for 
planning and cafc^^ing out students' learning programs in the hands 
of certificated personnel. People at conununity sites serve as - 
resournas for the students. 

Collective bargaining agreements should specifically 

/' - ■ 

!• exclude provisions restricting the district's ability 
to contract for EBCE services or 

2, inielude protective language specifically allowing the 
district to contract for EBCE services 
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□ 



Gmin approval of participating distrluts 



Explanation 

'Rie program may be operated for students from several cooperating 
districts^ particularly in rural are as ^ 



An interme^ite education di strict might operate the progran, 

A separate oparating agency kight be dasignated to provide sarviGas 
to several districta* 



Procedures 

If toe program is to be operated by an intermediate aducation 
district for several districts/ Vit may 

1* si^port the program from its regular operating 
budget 

2s gain approval by resolution of 2/3 of districts 
enrolling 1/2 of students 

^e intermediate education district may need to s^mit a plan to 
the^Btate department of education for approval, ' ' 

Individual districta;nead to gain approval of their boards to 
participate in a cooperative project* 



Relevant Statutes and Regulations 

0^ 336^175* In addition to regular courses of study, any district 
school board may make available to students eKtended educational 
experiences through public and private coijunuiiity agencies when 
such e^iperiences aan .be provided by tiia agencies mere appropriately 
or at a lesser cost thm the school district* Programs imder this , 
section may include but are not limited to work es^erienoe programs 
'B^ponducted on a contractual basis' with individual an^loyers or 
employer groins, , 

ORB 334*125* Q^a interTOdiate education district board shall 
perfonn all duties required by law^ including but not limited to^*, 
(g) special education -programs * ' 

ORS 334*175* Proposals for ser^ces and facilities to be 
provided^* .must be approved or disapprpved by the SuperintendentVof 
Pi^lic Instruction wltiiin 30 days after receipt of the proposal*^ 
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om 190.010, A unit of local government may enter into a written 
agreemant with miy other imit or units of local government for the 
perform^ce of any or all functions and activities that a party to 
the agreement, its officer or agencies have authority "to perfom. 



Gain state departnmnt of education approval of progra 



m 



Explanation 

New Oregon high school graduation requireTOnts allow distriGts 
alternatives in designing local prograias. 

EBCE meets minimum standards mid is consistent with state department 
of education implementation guidelines. 



Procedures 

Atoiniatrators should be fully familiar with state standards and 
procedures for gaining approval of a local progrm* 

In preparing a local plan for st^mittal to the state department of 
education^ particular attention should be given to procedures the 
school will use to 

IV equate learning experiences to achievement of . 
mnim^ units of credit in required areas of study 

2, measure achievement of con^etencies 

3, convert a^ievement of competencies to grade reports, 
if necessary, 

4, convert participation in learning experiences to 
attendance requirements * 

State department .of education- approval procedures ami be expected 
to change ^d evolve. Specific waivers may be necessary until / 
more experience is gained in conducting EBCE programs, ; 

Personal conferences witt IJie coordinator of accrediting are / 
advised prior to preparing and sidDndtting a plan. \/ 
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Executm contract between district and operating agency 



Explanation 

A contract is needed whan the distriGt contracts with an "outsid 
agency to operate the EBCE program. 

Alternatives include the following 2 

1* Thm district may contract wiUi an eKisting profit or 
nonprofit org^ization, 

2. The district may encourage a group of individuals to 
form a nonprofit corporatiQn independent of the 
district, 

3. The district may forin a nonprofit corporation 
controlled by nteit^ers of the boards staff and 
students p 



Procedures . 

If a new corporation is forrod it should be incbi^orated as a 
nonprofit agency mder tiie laws of Oregon* 

The district must execute a contract with the organization 
spelling out the duties and responsibilities of each^ including 

1* t^e of educational e^eriences to be provided . 

'2s number of students to be involved 

3s liability of each party 

. 4p records to be .malntaihed ... 

5s ""duties of staff menders ' 

6. payment to the agency 

Relevant Statutes and Regulations * * 

ORS eisOSls Co^rations may be' or^anizeds^ sfor any one or more 
lawful pui^oses none of which is for profit. 1 

0R5 61s 305 s One' or more persons of the age of 21 years or more 
may incorporate a, nonprofit coloration (new statute reduces age 
of majority in Oregon to 18) . / 
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pre 61.061 . Each corporation shall hav« the power... to sue and be 
sued. , .to make contracts .. .indamnify. ,. , 

0R5 61.121. m,e business affairs of a oorporation shall be managed 
by a board of diraotors. Dlractors need not ba residents at this 
state or irambers of the corporation. 



if-th'een disi^ct or operat :ng agencg and 



mpl oyers 



Explanation 

Hheth^ the district oparates t:hs EBOE profjram itself or through 
a separate orgMi^ation, tiie uollciwlrig must prevail ^ 

" / 

.1. En^loyers muat clearly ™ders;tand thuir 
\ rasponiibil i ti ^ ?i * 

\ 

2o\Thm digtrlat ^.nu operating agfency must indicata 
clearly their x^auonsibiliUas to ^^^loyera. 



Procedures . , 

An agreemervt should ^K&cuied ^1 h p^r^w-i^aan^ -irroloyers 
spacifying 

1, willingness o:^ the employer to participate 

2. maximum extMt of participation,. includingLnumber ©f 
students and a^m int of tirb onsite 

» -1^ • 

,3, person resporisible at the site 

4., types of es^rlences enployer would provicte 
5* basis of any payment to employer 

6, indei^ification of the employer for loss and 
damages . ' 



7, records/reports to be made by employer 
a* authority the employer hai over students 
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PI ^^'^ ^ freeimnts with participating parents and students 
'Explanation 

s 

Parents and students need to understand the program clearly. 
Responsibilities of thJ district need to be spacified. 



Procedures 

An agreement should W executed with participating students and 
their parents specifying ■ / ^ 

1* acceptable njeans of transportation to sites 

2* extent and type of student participation 

3* district responsibility for student injury 

4, district responsibility for granting diplomas 



' Esta^liBh prdqedures for students in program to gumliiy 
school for state rein^urs&nmhts 



Explanatipn 

Districts need to b^ si^e students ^e includable in average daily 
attendance figtires io qualify for state support. 

State reintoursement may be available for transportation of students 
to learning sites* t ' . 



Procedures . ' 

Assuming appropriate approval, has been gained for the EBCE program, 
students would be oonsidered "regular" studeAts in the district and 
cm be. included in attendmce figures. RagulWr forms are ufied to 
repoi^t to the state department of education,^ \ 



\ 
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RiTiBvant Statutes and Regulations 

ORE 327^010 . ihm Basic School Support Fund shall be used 
eKGlusively for the improvemsnt and support of/standard public 
elementary and secondary achools .Distribution shall, be made to 
school districts which meet all legal requirements and whi^ 
maintain and operate a standard sdiool or whidi CQntract with 
anotiier standard district for thm education of its students. 

QRS 327^103. All a Aool districts are presmned to maintain a 
standard school until ttie school has been fowid to be deficient 
by the Superintendent of Public Instruction. 

ORE 327,035. ...each school district which provides pupil 
transportation to «id from school. . .shall be entitled to 
trmsportation aid from the transportation accomit. * .upon approval 
of the Superintendent of Pt^lic Instruction, 



Establish procedures to mssure aonfidentiallty of student 
records 



Explanation 

use of enployer learning sites Md an "outside" agency to operate 
BTi EBCE program resulta in^ student records being made and kept ^ 
jOUtside i^e school building. 

Confidentiality of records must be^ ase^iired. 



Procedures . 

Confidentiality requirements should be stated clearly, 

Responsibility for keeping records should be centered on the ' 
agency operating the EBCE prograin. A procedure should be est^lished 
for permanent records. ^ 

Snyployeis should be discouraged from keeping records other than 
itudents' names, addresses and telephone nurribers, - ^ 
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Relevant Sfcatutes and Regulations 

PES 336,195, (1) All student records maintained' by a school or 
educational institution shall be confidential and, except as 
hereinafter provided, -shall be open for inspection only in 
acGordTOce with such rules and regulations as the board shall adopt. 
(2) The board shall establish rules and regulations to provide 
that all student records maintained by any elementary or secondary 
school in their districL shall be available for inspection by any 
parent or legal guardian requesting to see such recordsi however, 
student behavioral records- shall be .released only in the presence 
of an in^Uvidual qualified to explain or interpret the records... 
(4) Student progress records shall be available to all teaching 
staff, to parents or legal guardians and, upon request, to other 
agencies having a demonstrated interest in the student. 

/ 
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Establish proaBdureB for m&siiring aahi&v&ment of minimum 
standards for high school graduation 



Explanation 

The me'thod of measuring conpetencies arid assuring achievement of 
minimum standards for ^igh school graduation should be spelled out 
by board poli6y and in the plan submitted to the state' department 
of education. 

Teachers/counselors must have a thorough "understanding of this 
area to advise students and plan .tha^r programs* 

Pro^^dures . . ^ ^ - , 

Internal operating procedures for articulating student experiences" 
in EBCE with the rest of the school curriculum need to be 
specified^ clearly, ^ 



/ 
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111 ABBure the availability of state -approved textbooks 



Explanation 

state -approved textbooks are required to be avail^le to all 
students. 



PrDcedures 

when the- program is operated from a lOGation away from the regular 
sdiool bmlding, avail^ility and student aGcess to approved texts 
immt be assured. 

If EBCE students do not use regular classroom texts it may be 
appropriate for the distri-t to waive textbook rental fees* 



Relevant Statutes 

ORE 337.050, The State Textbook Comdssion shall adopt. ..a 
miatiple choice list of textbooks for each grade and si^ject field, 

/-- 

ORS 337.141 , With the approval of tiie state board of education... 
the district school board, may adopt and use textbooks In place of 
or in addition to those adopted by the State Textbook Commission, 



2^2] InBure students against injury and othmr damages rmaeivBd 
—J . at employer leaming sitms and enroutm to and from sites 

Explanation " 

students may be es^osed to possible injury at learning sites that I 
other students would not encomter. Districts have a responsibility 
to assure the safety of leaming sites.. 

Students must be transported to learning sites, 

WorKinan's Compensatipn .laws must be considered. 



Procedures 

School officials . should inspect learning sites for safety 
requirements, * ^ 
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The cUstrict should arrange coverage of students in the event injury 
does occur i 

1. Students should be insured by the school district or 
agency operating tte EBCE program against injury going 
to and from learning sites and while at learning sites* 
The s^ool should obtain liability insurance on school^ 
owned vehicles used to transport students ^ as well as 
insurance to cover students being transported by 
vehicles not owned by ^e school r ttiis insurance should 
cover bodily inju:^ and property damage, 

2, ihe district or operating agency should obtain 
Workman -s Compensation coverage for students 
whenever possible* ^Necessary Workman's Compensation 
procedures such as maintaining lists of students in 
the progrMi should be followed carefully* . 

i 

Relevant Statutes and Regulations 

0^ 656.033 , A school district conducting a work es^erience program 
shall si^mit a written statement to tiie ''State Accident Insurance 
Fund ttat includes a description of the work performed/',-, .^e 
school district will furnish the fiand with a list of the names of 
_ those enrolled in its work experience program and "fehall notify the 
fund of any changes therein. Only tiiose persons whose names 
appear gn such list prior to their personal injury by accident are 
entitled to benefits*,,, 

OHS 332.435 ,^ Any district school board may enter into any contracts ^ 
for insurance for liability covering all activities engaged in by 
the^ district for medical and hospital benefit for students and 
may pay the necessa^ premiums thereon* ' . . 

PLEASE NOTE: The full extent of the authority granted by Oregon 
statutes 1b unclear. Far example, ^e reference to medical and 
hospital benefits is limited to athletic conteBts and traffia 
controls. Speaxfic authority is no*: provided for >the purchase 
of insurance' for other purposes » 
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^ Indeimify employers against loss resulting fro.j student 
' tllJ activities on their premises \, 

Explanation ' 

Employers may be reluctant to participate unless they are. 
indenmified against loss to their own property or injury to others 
eauBed by students on their premises, 

Proceduris . 

Hasponsi^ility of the district or agency operating EBCE 
prograin should be specifically stated for 

1. claims or demands for wages or con^ansation by 
students in the program 

2. daniagas due to injury to people and property due 
\ to acts of students at enployer sites 

Although desirable, it is not. clear from Oregon statutas whathar a 
sdhool district may obtain insurance to indemnifv paxticipatinq 
employers, ' ^ 



^ EstabliBh pr0aedures for students to qualify for participation 
I— J in extraaurriaular and other school activities ^ 

Explanation . , 

The Oregon School Activities Association has authority to maka 
raason^le policies and regulations related to student 
participatim in athletics and other activities. 

■ - ^ / ^ ' 

Few questiOTS might be as^ected in a program operatad ae ah 

integral part of the total curriculun/i questions may increase for 

a mora autonomous program operated imder contract by an outside 

agency, / 

Schools naad to provide hot^lmich ^pprtunities for all students. 
Access to regular distriqt Imch lirograms may be a particular 
problem whan a learning canter away from the school is usad and 
when an intermediate education district operatas the program 
for several districts. 
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•Procedures 

Board policy should indicate clearly EBCE students* access to 
lunch programs^ extracurricular , activities and other school 
programs » ^ 

District certification of EBCT students should be si^irdtted to thm 
Oregon School Activities Association for their acceptmce. 



EstabllBh procedures for recording Btudent fulfillnmnt of 
aompulBory attendanae requirementB 

Explanation ^ 

The method of converting student activities at employer learning 
sites for attendance records should be spelled out by board policy* 

Procedures 

Clearly specify intem^al operating procedures for TOasuring and 
recording "attendance*" 

Bie method of converting attendance records should be si^mitted 
to the state department of education • 



Relevant Statutes and Regulatldns 

ORS 339>010 , All diildren between the ages of 7 and 18 years who 
have not completed the twalftii grade are regmred to attend 
regularly a public full-time ,sdiool of the school district in which 
the child resides^ ^ I 

\ 1 ■ : 

Exceptions to coi^ulsory attendance as provided by ORB 339*030i 

1* children IS'-IS lawfully ert^loyed, attending conmmity 
college or in activities equivalent 

2i in private or parochial school 

3* have eqmvalent knowledge 

4* severe physical or mental illness 




\ / Appmndix B ( Legal Regmremmnts 

\ 

■ ^ . \ ^ 

distance from school and no transportation provided by 
the district' 

taught by private teacher 

7. excused by district 
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Meet teaaher certification requirements 



-Explanation 

It should be emphasised that EBCE does place responsibility for ^ 
planning and carrying out students' learning programs in the hands 
of certificated personnel, although mudi of the students* time is 
spent with people in the OTnmiunity who are not certified teasers. 

Questions in ais area may increase if an outside agency is 
contracted to operate the progran. 



Procedures 

Est^lish responsibilities and procedures to assure that the 
"control" of instruction and student learning remains with ^ 
properly certified personnel* 

Emphasize the role of people in tte coiranunity being that of "aide" 
or "resource" people. 



Relevant Statutes and Regulations 

Om 342.120. "Teacher" includes all certificated employees in the 
public spools who have direct ^responsibility for instruction and 
who are conpensated for tteir services from public funds. 
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17 Comply widi child labor laws 



Explanation 

Thu distinction between "worker'* and "student" or "learner" is 
crucial. To avoid legal problene students in EBCE should not be 
interpreted as "workers," 

Any compansation for students will complicate thiK question. 

Care imist-.be- taken not to place students in SLtuations that endanger 
their "safety. . 



Procedures 

Take care to keep es^eriencus learning ones. Board poli^ should 
clarify "learning productivity" - versus "corranercial productivity." 

Parents and students should agr^^^at students will not accept 
pay for activities at a learning site, 

■ 

If students do "work," they must meet requirements, for employment 
certificates. 

Do not assign younger students to certain businesses specified in 
child labor laws* 

Limit hours spent by students at sites. 
Relevant Statutes and Regulations 

Oas 653.310. NO child under 18 years of age shall be employed or 
permitted to work. . .unless the person employing him procures and 
keeps on file and accessible. an. amploymant certificate .. .by the 
. Wage and Hour Commission. ... ' ■ 

ORS 653.315 . No child under 16 years of age shall be employed for 
longer than 10 hours a day, nor more than six days in any one week 
NO diild under 16 years of age shall be employed at any work before 
7 a.m. or after 6 p.m. except for these i .employed under a special 
permit whidi may be issued by the Wage and Hour Commission 

0^ 653.320. No child under the age of 14 years shall ba employed in 
any work or labor of any form for wages or other compensation to ■ 
whomsoever payable during the term whan the public schools ... ar*" in 
session. 
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653,320. Prohibits employment of childr&M under 14 in the 
follwlng businesses- factory, workshop, mercantile establishTnent , 
store, business office, restaurant, bakery, hotel or apartment 
house, (Although not specifiaally stated, it is assumd by 
implication that children over 14 may be employed in such 
businesses . ) 

OBS 653, 307. (1) ^le Wage and Hour Conunission shall provide a 
method for issuing employment certificates to minors and employment 
certificates to employers for the employment of minors in accordance 
with rules and regulations which it may herQinafter adopt... 
(3) All school districts shall cooperate with the Wage aiid Hour 
Conmission and make available, upon request to the Comnission, 
infomation concerning toe age ana S(diooling of minors who have 
applied for or been issued an employment certificate. 

Federal Mnimum Wage Law covering businesses engaged in interstate 
coimerce my ir^act this area. 



Meet physical requiremnts for educational facilities used 
in program 



Explanation ' ' 

Facilities used by an outside agency operatin- the program may 
need to meet certain physical requirements. 



Procedures 

Have state department of education personnel check facilities for 
conpliance, particularly safety. 

tegular checks of these facilities should be considered (such as 
fire drills) . 
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Bylaws of Cormiunlty Experiences for 
Career Education, Inc. --{CE)2 



Thm (CE)2 bylmwB conEtitutm "operating guidelinBs" for an EBCE 
program governmd as a private Gorporationf but thay my be useful 
to EBCE program operated within a schooJ district as wellf because 
they highlight one- of the major issues for consideration in smtting 
up tte program^^partiaipmit representation in policymaking. 

The follOf/ing format is used to indicate the bylaws^hmve 
changed to meet program needs ^ 

1* A vertical line denotes the current version of a 
partiaular section* 

2. The boxed italicized copy provides aditorial comment 
or historical inforimtion, 

3* Revisions are indicated in parentheses / they may or 

may not be the latest version f depending on the presence 
of a vertlml line to the l^ft. 
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ARTICLE I 



Membership 

Section 1 . All individuale, institutions, organizations and 
agencies holding mentoership in the corporation as of 
Septeriser 1, 1972, by reason of having filed a Letter of 
Intent to participate shall continue as mergers of the 
Community Experiences for Career ^ Education, Inc,^-(CE)^* 



This Letter of Intant is obtained from employers and 
aonmunity member m mgreeing to make learning siteB ^vmlable 
to BtudBnts. A detailed explanation of the employer 
recruitment intmrview and a Bample Letter of Intent are 
oontained in "Site Rearuitmmnt," Employer/Communi ty 
Resources ^ pages 30^38 and 179. 



Section 2 * Any individual, institution, organization or 
agen^ interested in tiie work of Conmimity Experiences for 
Career Education ^ Inc*^ is eligible to apply for menteership 
on si^mitting an application to Uie corporation, 

Secti<)n 2 . (revised 8/39/73) . toy individual, institution, 
organization or agency interested in toe work of Conmunity 
Experiences for Career Education, Inc., as of Septentoer l^ 
1972, is eligible for meirbership on signing a Letter of 
Intent. Evidence of meirbership is a Letter of Intent oiv' 
file with the program atolnistrator . All students enrolled 
and participating in the ICB) 2 program and parents of 
students enrolled and participating in tiie program are 
i^irbers of the corporation* 

Section 3 . Memberships are granted only oh approval of 
applications by ^e board of directors of the faorporation. 

Section 3 . (eliminated 8/29/73). 

Section 4 . (renmb^red Section 3^ 8/29/73) . Eadi mentoer 
individual, institution^ organization or agency of the 
corporation shall designate an official representative to 
receive communications / cast ballots and authorize 
participation in specific corporation activities. 
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This is a procadurs sirrdlar to that of profit-nmking 
corporations in thmt &aah ''BtockholdBr''"ln this case a 
signer of a Letter of Intents-has one vote. If thim 
"stockholder'* is a business or multi-mender agency , it must 
then designate its voting p^mrs to an official 
representative who will then represent it at corporate 
meetings and so on. 



ARTICLE II 



Office of the Corporation^ 

Section 1 . Haadquarters of the corporation shall be located 
at tile address stated in the Articles of Incorporation unless 
it is dianged by majority vote of tte board of directors. 



ARTICLE in 



Board of Directors 

Section 1 . Election of individual members to tile board of 
directors shall be conducted annually mider the direction 
of the board. A nominating ballot for all ^vacancies on Uie 
board shall be distributed to ea^ mentoer by May 15 of each 
year. Elections shall be completed by the following June 15 
and the newly elected directors shall take office on tiie 
following July 1, In case of tie votes in the election of 
board mentoers^ the eKecutive committee shall caucus and 
determine the successful caiididate* 
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The first nrnir^ers of the (CE) 2 Board of DireatorB were not 
elected as described here. Employer reariiitment had not 
yet been completed and a stable "neWork'' of emplogerB had 
not yet been eBtablished, Planning group menders and 
employers alr&ady participating agreed that selections 
should be made by a committee of planning group menders. 
The committee was formed and invited individuals they felt 
would contribute substantially to the board to attend an 
August 1972 organizational meeting. At this meeting menbers 
volunteered for tta positions available. The one exception 
to these temporary election procedures was that of the 
student reprmsentativer was seleated by his fellow 

students . 



SacUon 1 . (revised 8/29/73} . Election of individual 
meinbars to the board of directors shall be conducted on 
eKpiration of ttiair te^^ of of flea undar the diraction of 
the board. The parent positions and studant position on tiie 
board shall be alected annually by the marribers of ^a parent 
^d student groups respectively. For tiiesa positions a 
nominating ballot for eac^ vacancy shall be distributed by 
the fburtii weak of August of ea^ year. Elections shall be 
completed by the following fourth week of Septantoer and the 
newly elected directors shall t^e office iimnediately , 

Section 2, The board meirtbership shall reflect representation 
of the following classifica^ons , ea^ for the term indicatedi 

1 atudant. , , * , , a year 

1 parent. , 1 ye^r 

1 p^lic sdiool district 

reprasentative , , l year 

6 employers who provide 

learning settings for students i 

2. 1 year 

2. . , , , ,2 years 

2 3 years 

1 labor representative. 2 years ^ 

1 mentoer-at-large * . . , 1 year 
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As had been the case with the plmninff group at the time 
of its forrmtion, tlie rationale for the above composition 
of the board of dir&ctors was^ that key program participants 
should be representmdi with imjor emphksis on employers as 
key figures in the delivery of student learning. (To 
provide continuity between the planning group and the new 
board, the planning group suggested that the employer 
representatives on the board he three former planning group 
WBrnbers and three "new'' individuals. These three new 
employers were seleated on the basis of their experience in 
business, their interest in the program, their influence in 
the community and their potential for providing an employer 
site for student learning. / 



Section 2 (revised 6/16/73) . Ihe ternB of offiea of board 
menfcars shall be axtended for ttie duration of the rasearch 
activity, not to aKdaed three years, except for the parent 
and student reprasantatives , who will be ..alectad by both 
groups before Septenfeer 15. 

Section 2 (revised 10/31/73). tte one-year term of the 
student representative sHall be divided, with the first half 
of the term served by a returning stiiden^., the second half 
by a new student- ' 

Section 2 (revised 10/31/73) . me Isbor representation on 
the board shall be increased froni one to three meiriaerSf 
increasing total board mentoership to ttirteen. 

Section 2 (revised. 9/26/74) . me parent representation on 
/ the board shall be increased from one to two members, one to 
be the parent of a second-year student, the other the parent 
of a first^year student. 



Board meir^ership has subsequently been increased to fifteen 
by increasing pi^lia school district representation from one 
to two , 



Section 3. Vacancies on the toard shall be filled by 
appointmant by remaining menbers of the board in keeping 
with the ^ove criteria. Appointed mentoers shall serve for 
the unexpired tern for which the prior incuntoent was elected. 
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Section 4. Bie board shall constitute the policymaking 
body of tte corpora tion and shall salect staff i^ndbers as 
daeried necessary on raconttnendation of thm program 
administrator* 

Section 5. Itegular maetings of the board shall be hald 
quarter-annually and special ineetings on call of the chairman 
or whan requested by three or more of the board mentoers to 
transact the business of tha corporation. 



RmthBr than nmetlng quarterly as silled out in the bylaws, 
th& board d&aided to meet monthly because the volume of 
businBBs was such that quarterly mmmtings were inrndrnquatB. 
In addition to the imnthly 'meeting , whi^ lasts between two 
and thrBB hours, special meetings usually require about two 
hours monthly per menher. 



Section 6. Iha ineetings of the board are open to interested 
parsons and shall be conducted according to Robert's Rules 
.of Ordmr, unless other procadures are est^lished by tha 



board , 



Thm program admnistrator and ahairman of the board meet the 
weBk before each meeting ^to draw up the agenda. Using 
minutes from the preldom meeting they compile unanswered 
requests, questions or nmttmrs that need to be voted on. To 
this they add item needing board attention. 

During the meeting, this agenda is followmd and the nmetlng 
mnducted according to parliamBntary procedurm. The chairman 
aalls the mmeting to order and introduces ea^ topic for 
discussion. The person most involved with a particular issue 
leads thm discussion^ 

Any issue requiring action is discussed at one meeting and 
voted on at the next month's meeting. 



Section 7. Six or more manfcars of the board shall constituti 
a quorimri to do business* 

Section 8. A board mentoer nacassarily ^sant may be 
represented at board meetings by a nonvoting sii»stitute* 
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Section 9 . An executive committee consisting of the chairnan, 
vice diairinan, secretary and program administrator may be 
appointed by tlie board to attend to routine business and to 
report its action to the board for ratification. 



An executive committee was in fact appointed to deal 
regularly with personnel actions and other matters as 
appropriate. 



Section 10. me board, of directors may vote on issues by 
mail o:^ telegram at the req'uest of the chairman. Such action 
shall be ratified and made a part of the official record at 
the next meeting of the board. 



ARTICLE IV 
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Officers of the Corporati 



on 



Officers of the corporation shall include a 



Section 1 . 

chairman, vice diairman, secretary and such other officers as 
the board may designate. 

Section 2 . Officers shall be selected by the initial board 
of, directors at its first meeting and subsequently at the 
annual organizational me.iting of che board of directors and 
shall hold office until June 30 of the year following or until 
their successors are elected. The board shall fill any 
vacancy in its mentoership for the unej^ired term. 

S^^^ion 2 (revised 8/39/74) . Officers shall be selected by 
the initial board of directors at its first meeting and 
subsequently at the annual organizational meeting of the board 
of directors and shall hold office until the regularly 
scheduled board meeting in September of the year following 
or- until their successors are elected. The board shall fill 
any vacancy in its menbership for the unej^ired term. 

Section 3. Only members of the board holding two- or three- 
year terms shall be eligible to serve as chairman. The 
chairman shall generally preside at meetings of the board 
and of the executive TOmmittee and shall perform such other 
duties as may be assigned by the board. 
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Sectxcm 4. Bie vice dbaiannan shall be elected from among 
mnODers of tiie board, me vice chairman shall ^perform sudi 
functions as may be assigned by the chairman and shall 
preside at all meetings of the board and the executive 
comnittee in the absence of the diaiman. 

Section 5. ^e secretary shall be elected from among mentoers 
of the board and shall perform sudi functions as may be 
assigned by the board. 



ARTICLE V 
Staff of the Corporation / 

Section 1. Ihe staff of tte coloration s..^ll consist of a 
program administrator and mudti other assistants approved by 
the board fc arrying out the program of the cdrporation. ' 

Section 2. The program atoinistrator shall be. the ^ief 
atoinistrative officer of the coloration appointed by the 
board. It shall be the admnistrator"s duty" to direct the 
activities of the corporation according to policies 
established by the board of directors. / 

" ■ " " " / 



The program administrator im reBponsiblm fhr managing the 
prggram according to the policies laid out by the board. 
For example , gerBonnel policieB are adopted by the board 
and institut&d by tte program administrator. Similarly , 
the program administrator manages the bminess matters of 
the program that have been adopted by the board. In many 
instances, including personnel and business management, 
policies and procedurBs already used by mRBL were adopted, 
but no policy was instituted without first being formally 
adopted by the board. 



Section 3. The program aAninistra tor shall prepare and send 
to all TOntoers of the coloration annual reports and sucdi 
ottier reports as may be of interest or benefit to the members 
of the corporation* 
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The agenda preparmd by the prggram administrator and chairman 
of the board during the WBek before each meting is mailed 
to each board mend^er with hack-up .information to be read 
before the meeting and a copy of the minutes from the last 
regular mseting. 



ARTICLE Vr 
Committees 

Section 1 , The board shall appoint all standing and special 
committees "and shall delegate to the conmdttees sudi duties 
as it shall deem appropriata* 



Small committeBB and tasks foraes are frequently appointed 
to researah special iSBues and bring their recommendations 
to the board as a whole. Examples of the work of such small 
comiitteeB can be found in the display of board decisions in 
Appendix E\ .. 



ARTICLE VII 

Amendment of Bylaws 

Section 1 . These bylaws may be amended by a two-thirds 
majority vote of the directors present at a meeting. Notice 
of any proposed change shall be given in writing to the 
menUpers of the board at least fifteen days prior to the 
meeting, except as to rfianges agreed to by unanimous consent 
of all makers of the board either in a meeting or by written 
poll. 

ARTICLE VIII 

Removal of Directors 

Section il . All or any nurrtsei of tiie directors may be removed, 
wi^ or without cause, at a meeting called e^^ressly for that 
purpose by a vote of a majority of the mergers entitled to vote 
at an election of directors. 
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ARTICLE IX 
Removal of Officers 

Section 1. Any officer elected or appointed may be removed 
by the persons autiiorized to elect or appoint such offiGer 
whenever in toeir judgnent the best interests of tte ' 
corporation will be served thereby.^ fte removal of an 
officer shall be without prejudice to the contract rights, if 
any^ of the officer so reTOvad* 



ARTICLE X 

Books and Records 

Section 1, mm corporation shall keep correct and conplete 
books and records of account and shall keep minutes of the 
proceedings of its menJ^ers^ board of directors and coronittees 
having any of the autiiority of the board of directors. It 
shall keep at its registered office or principal office in 
tois state a record of ttie names and addresses of its menbers 
entitled to vote* All books and records of a corporation 
may be inspected by aiy meatiDer or member's agent or attorney 
for any proper pu^ose at any reasonable tinie. 



ARTICLE XI 
Loans to Directors and Officers Prohibited 

Section 1. No loans shall be made by a co^ration to iti 
directors or officers. 
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Operational Guidelines for the Relationship 
Between Tigard School District and 
Community Experiences for Career Education, Inc. 



The working agrsmmnt davmloped bmWeen the Tigard School District 
and (CE)2, Inc., is presented as m mxmmplm of thm kinds of 
cooperative mrrangmmnts that Jjava bmmn necessmry in implemnting 
tha Tigard EBCE progrmm. A set of written imdemtandings is 
rmcommnded for any EBCE program to define its operations in 
relation to other district prograim and the district as a whole. 
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OPERATIONAL GUIDELINES FOR THE RELATIONSHIP 
BETWEEN TIGARD SfflOOL DISTRICT AND 
COMMUNITY EXPERIENCES FOR CAREER EDUCATION, INC. 

Sdiool District #:23J (Tigard) , Washington and Clackamas Counties, 
Oregon,, hereinafter terrod "District," conducts its operations under 
the laws of the State of Oregon and the policies of its duly 
constituted sdiool board* 

Corrsnunity Ej^eriences for Career Education, Inc., an Oregon 
corporation, hereinafter referred to as (CE)2, conducts raseardi 
and development activities for the purpose of ascertaining the 
valic^ty of various educational concepts and for those purposes 
offers educatiOTal opportmities to secondary school students. 

(CE) 2 agrees to provide the following educational ^services to ae 
District's participating students i 

Proper settings, instructional materials, staff and 
resource people to enhance tiie students* learning 
opportunities 

^ _ . ' I 

Insurance, transportation, agreeTOnts with organisations, \ 
special ciiarges for tuition and arrangeifents with 
participating orgmizations for released time for training 
and interaction 

A career education center to coB^lemant student learning 
experiences in enployer and community settings 

The experience-based program will include 

• locus outside the secondary school 

• student exposures to a diversity of career 
esperiences 

• a conprehensive set of educational experiences 

• a personalized set of employnient exposures 
and educational experiences for eadi student 

• opportunity to explore as well as study indepth 
employment opportunities of students' dioiqe 

• opportimities for iniproveniant in mathematics, 
reading, communication skills and qitiEenship 

It is to be clearly understood that the Tigard Sdiool District 
assiMs no responsibility to continue tte (m) 2 Program should 
fimding by the National Institute of Education no longer exist. 
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Governance 



, (CT)2 will have legal and moral responsibility for iiie governance 
of all utaff, studertts and activities of the (ai)2 program, - 
Gowming poliaias shall be established witoin the requirements of 
(a) tiie (CE)2 fiylaws^ (b) this agreement witt the Tigard School 
District, (c) the s^Gontract with the Nprthwest Regional Educational 
L^orato^, (d)^ provisions of tiia Oregon loard of Education and. 
/(e) requiramo^ts of the rasearch and development questions related 
to the tasting of the validity of eKparianca'-basad carfeer education. 
Thm corporation board and administration are ra sponsible for the 
safa^,^protaction and control of all (€3)2 students and will 
proiri.de such insurance protection, medical coverage and otiier 
provisions raqulrad by law, 'The Tigard School Dlstri6t will enter 
the students of (m)2 on their State Accidant Insurance Fund roster 
for coverage under the pro^sions of Oregon law and will bill (CEJg 
for all resulting costs. (CEjg assumes the responsibility to report 
student progress to the parents of (ci) 2 students on a regular /and 
tlinely basis* . - 



(CE)5 Board Menfeershlp. 

Tfe^p positions on tiia .(CE)2 Board if Directors will be filled by 
P reprasentatives of tiie Tigard School District, as selat ved by the 
District Board of Directors. All raplmcements on the (CI) 2 Board 
of Directors, exclusive of the elected i^arent student 
representatives, will be^ discussed wiUi the district superintendent 
before their selection so tiiat the superintendent's counsel cm be 
considered, • ' 



Students 



Selection, 



Students wni be ponsidei^fed for selection by the following critariar 
(a) willin^ess to enter the progrMi, (b) agreement of ttelr parents, 

• (c) agreement by designated adiiu:nlstratora of tiie Tigard School 
pistrict, (d) criteria related to testing the eduoatidnal concepts 

-as applied to students with prespeclfled diaracteristics, as well as 
a cross-section of ^ar act eristics indicative of the general student 
population of Tigard Hnigh School. All selections will be made with 
. tlie intent of mintaiiiing sudi a balance (students will represent a 
range of ^llitles or levels in motivation, ^pendability / 
intellectual capacity, academic ability, race, age and sex). (CE)2 
program a^nlstrator will be responsible for negoirf.Ating su^ 

V selectloh with the personnel designated by the echobl district 
superintendent, ; » 
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lm)2 will not adtnit nrara than 60 studenta who are reaidents of the 
Tigard Sdiool District, im) 2 will accept a limited nuntoer of 
students from outside the diiitrict an^ upon successful conpletian 
of the program to^y will be eligible for a Tigard School District 
diploma/ It is cigreed that at least 60 students will be provided 
by Tigardj School. District if thm students are willing to enter the 
program. 



Readmittance 



a school district agrees to offer re-entry to the high school 
system for those students residing within Uie boundaries of the 
school district and requesting to return from the (CE) 2 program, 
They also agree to facilitate the selection of candidates for thg 
ICE) 2 program to fill vacancies* 



lecprds 



To toe extent permitted by federal and state regulations and 
policies adopted pursuant tiiereto, the sdiool district agrees to 
permit (CE)2 to rmvluw reaords of students applying for or selected 
for the (CE) 2 program, Ihe original and legal copies of the 
official student transcript will be Mtained by toe school district 
and copies will be made available to (OT)^. (CE)2 agrees to maintain 
and make available to the sdiool district records regarding 
educational development, attendance and perfonnance of all students 
in the (^)2 program. In additloh, student attendance will be 
reported to the high school on a quarterly basis for inclusion in 
state attendance -reports* 



Transportation ^ 

School district agrees to allow access for (0^)2 students to tha 
schcol district transportation system from home to sdiool and school 
to home. Hov?aver, ttey will not change easting trMsportation 
routes nor provide special services to (A) 2* (CT)2 agrees to 
provide for all student transportation needs necessary to (CE) 7 
activities, , , ^ 



Actlviti^fli 

Tigard Sdiool District agrees to aUow access for all (CE)2 students 
to the curriculuin and student activity prograne of Tigard High School. 
(CB)2 agrees to permit students to return to thp high school for 
courses and activities requested by the students and parents. 
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'I 

^ / 

Personnel 



As IndicatRd in the Spacial Progress Report of Moventoer 21, 1974, 
,to the boar^ of directors/ Tigard School District 23J, the selection 
of the (CE)2 progrmn administrator Fhall involve the (CE) , Board of 
Directors, a representative of .the Northwest Regional Educational 
Laboratory and the Superintendent of Schools of School District 2 3J. 
miose three agencies mvet cojicur on the naming of a program 
administrator. All other staff will be selectea and auparvisetf by ' 
the (CE) 2 program administrator under the dareetion of the (CI), 
Board of Directors. 



Curriculum 



he im) 2 curri3uluin will be described in detail within the format 
if the graduation requiren«nts of the State of Oregon. Such a 
leseriptlon shall be sutomittod to the Tigard Sdiool District board 
or formal approval prior to the beginning of each school year. 



Diploma/Graduation CerefiMny 

Tigard School District agrees to provide a Tigard High School 
diploma to those students successfully completing the (CE) 2 program. 
Sudi completion requirements shall be as determlnad by Oim. (CE), 
Board of Directors and staff and provisions of the Oregon Board of 
Education. Requirements peculiar to the Tigard School District only 
will not be required of (CE) ^ students. , it Is agreed that (CE) ^ 
students may take their normal place in the graduation ceremony of 
Tigard High School and that the high school staff will do all 
possible to accommodate this service. 



Reports 



(CE) 2 agrees to make progress reports to the Tigard School District 
Board of Directors a maattmum of ttiree times par year at the 
invitation of toe school board. Reports of individual student 
progress as well as evaluation data will be made to deBlgnated 
school district personnel within five days of receipt of the requesi 
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Calendar 



(CE) 2 agrees to operate witiiin the minimmi school year as specified 
by tfe Oregon Board of Educationi (CE) 2 reserves the righfe^ to 
establish extanded program year and to request early qiaduation 
of the school distriat. Student | vacations will be at the discretion 
of the (ffi)^ board, and the (CE;)2 program admlnistrato^is e^q^eoted 
to infoCTi the school district adihinistratlon of all Y^cation and 
in-^aervica schadiales* 



/ 



PiO^ments / 

/ 

For eadi (CE)2 studBnt who/is a resident of the Tigard School 
District, tile district wip reinturse (CE)2 at the rate of 80 
percent of the average secondary per pupil cost. Per pupil cost 
from sdiool year . 1974- 7I' will be used as a base for such Gomputation , 
and payments will be mide on predeterridned dates according to the 
actual nimber of Tigard Sdiool District students enrolled at (CE) , 
Dates of paynsent shall be on about November 30, 1975; January 31 ' 
1976; March 31, 1976; and June 15, 1976. ' 



Public Relations 



(m)2 aasianes the responsibility to provide all pi^llc infornation 
and public relationships as determined advisable and necessa^ by 
the (CS)2 Board of Directors. The school district agrees to refer 
all requests for inforination about the (CI) 2, program to the program 
aaninistrator. a 



Special Accommodations 



tecogniging that (ffl)2 and the school district hold the welfare of 
the young people within the boundaries of the Tigard Sdiool District 
as a coinmon, value, (CT) 3 will do all possible to develop a positive 
and productive relationship wi th the patrons , students and staff of 
the Tigard School District. Opportunities to interaet with these 
groups are encouif'' led and will be perforniBd by (CT), staff mentoers 
when possible wit- ,n the^ judgment of -he prograni adSlhistrator 
as to tiie tine antv fesources necessary to accomnodate sudi 
interaction. Vial s to the center by patrons and professional staff, 
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presentations to cimc and interested groups and sensitivity fco 
the problene and nmmdm of tiie region are assumed on tot part of 
toe (CE)2 corporation. 



(CE)^ Bo&rd of Directors " chmrman 

Chair mmn 



Tlgmrd SchooJ District Board 
Directors 



(CE)^ Program AMnistrmtor Superintendent : 

Tigmrd S^ool District 



July 10, 1975 



APPENDIX E 



; Policymaking Summary 
(CE)g Planning Group and Board of i Dlrp" 
April 1972 to August 1974 



The following sunmary o£ (CS) ^ policy decisions Is presentmd as an 
mdlcatian of the coml^ratlbns that arm apt to aonfront any group 
^argmd^with the msponsibi 11 ty of planning and governing an BBCB 
program. The Oirmology and individual actions are of course 
peculiar to the (CB) ^ program, but the four general 'areas of 
concern— •mnageamnt and or^anlmatlon , curriculum and instruction, 
employ er/cammmlty resources and student services— are pertinent to 
all EBCE programs. 
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Appendix E (Poli^mmkihg Sumnmry) 



MANAGEMENT AND ORMNIZATION 

Planning/Governance 

Planjhing Group 
toy 1972 

Defined the "Gonsortium" that would operate the Tigard program, 
describing it as a public, nonpTOfit coloration with a board of 
directors, elected by participating ewployars and others, to manage 
the pilot program. 

Accepted proposal by students serving as advisors to planning group 
that there be one pe^nent student voting menflbsr on the planning 
group and one rotating menber to commimicate student ■w.ews. 

Agreed to mmh suggestion that an attorney be retained to aid in 
satlafying legal requirenients and effecting foimation of a legal 
entity to operate program, 

July md Augmt 1972 

With attorney, drafted bylwe and Artlolei of Inoorporation to eet 
out operating and governance atruoture of program. Bylaws specified 
raenfcership of oorporation^ and board of Erectors, (See Appendix c 
for diaplay of bylaws.) 



Board of Direotora 
August 1972 

Approved bylawo as drafted by planning group, with ^o minor 
prooedural ahmgBB* 

Board meniberp volunteered to tteir respective terms of office and ■ 
board elected its chairman, vice chairman and secretary (treasurer 
not elected because program administrator named fiscal officer in 
bylaws) . / 

Septentmr 1972 

Resolved that board would be final appeals souroe for students and: 
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October 1973 ' 

Approved student governmant proposal drafted and presented by 
repraeentatiws of program itudents, 

Novenber 1972 ' s 

Agreed on proGeas to be lased for identifying pa«ions-to fill vacant 
positions on boardr (a) discuas posaibla raplacaments , (b) aontact 
tham to assess willingness to serve and (c) elect them officially 
at following board meeting, 

Jime 1973 

Agreed that program administrator should bring information about 
program to board for reactions ^d suggestions , Prorjram 
atoinistrator to forward to ea* board mantoer prior to eadi maetihg 
(a) priority probleM for board to consider, (b) monthly financial 
raport and (c) progress report f rbm progrra administrator* 

Formed comnkttee to study bylaws and reconmiend ravisions, including 
vextenaion ^f terms of office of board mairibere , to ttrae years to 
coincide with lengtt of davelopmantal activity, ^ ^ 

August J9^J ■ . ; 

Adopted oranges to corporata bj^lMws drafted by spacial committee. 
October ^31 f 1973 

Changed corporate bylaws to cut student board represent ative tarm 
m half, rasulting in election of a student reprasentative twice 
during the year, once in Septeafcer and again at semester break. 

Changed bylaws to add ta^o labor representatives, making ttirea l^or 
mantoers on board. 



Pirsanntl 

Board of Directors 
June 1973 

Voted that program admnlstrator brirng tiafore board a raview of 
salary and performance of program operations staff and that 

(a) hiring of staff be done by tha adnlnistrator with board approval 

(b) firing of staff be done by the administrMtor with provision for 
appeal by enployea to board, (c) diange in personnel status be 
reported to board, (d) performanQe evaluation of staff be submitted 
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to board and (a) creation of naw staff positions be done with board 



Approved hiring of nek student coordinator, eirployer relations 
specialist and assistant learning manager. 

August 1973 

Accepted resigisation of an employer relations specialist and agreed 
to invite a candidate for thm earlier ESS opening to reapply. 

Septmntoer 1973 ^ _ . 

Revised subcontract between (CE)2 i rl NWRel so that all (CE), 
personnel became eB©loyees of the corporation but with retention 
of mmh perarnnel benefits and services. Provision included board 
of directors" right to modify or alter personnel policies as it 
deems appropriate, 

NoymnOjer 1973 

Voted to retain NWREL poli^ on staff salary increments (automatic 
cost-of-living sala^ adjustinents and merit increases based on. 
perfo'nnance svaluation) . 

May 1974 ' > 

Adopted mmL staff retirement plan for all (01)2 enployees. 

Business Management ^ 
Planning Group 

Mmy 1972 

Selected site for tiie learning canter from facilities al'temativea 
presented by program adniinistrator and reconmiended that lease 
arrangements be negotiated. 

Board of Piregtors 

Voted to open bank acaount for program operations. 

Approved insurance ooverage as preeented by program a^inistrator . 
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Authorized use by program a^nistrafeor of gasoline credit cards for 
(CE) 2 vehicles , , ^ 

Ratified lease of a van for transporting^ students, to employer sites. 
October 1972 

As reeonunended by the executive coiraiittee, eVt^lished a fiscal year 
of September 1 through August 31. 

Marah 1973 

He viewed financial report presented by program adn^nistrator . 
June 1973 

Voted to peimt program administrator to m^e montiily Wenditures , 
With executive committee approval, for items in exce^s^f |2,500; 
ea* board member to receiva monthly financial statement of ' 
program operational es^enditures , 

July 1973 ^ / 

Adopted resolution by attorney to amend Articie II of bylaws to ' 
refer to appropriate section of IHS Code of 1954, whi^i will permit 
taK-eMmpt status for TOiporation* 

JMnumry 1974 - 

Accepted financial audit, fiscal year 1973, as presantad by program 
a^ninistrator. j ^ 

Increased mileag^ reinburs^^ment rate for program staff to $.13 per 
mile • i • ^ 

< i 
June 1974 \ 

Accepted lease arrangement on (ra)^ van by local auto dealer, 
Comnunlty Relations 

Planning Group 
my 1972 

Met with Tigard High School atoinistrators to eatablieh poliGV 
governing (CE)2 students' social interactions with Tigard High 
bcnool students during sdiool hours.- 



248 



Appendix E (Policymmking Summary) 



Boar^ of Directori 

NovGir^er 1972 - ' 

Ad^ted arietTOS vacation identical to that of Tigard Hi^ S^ool. 

Task foree of too board mentosM^ te^o studenta, a parent, two 
employers and selected staff MnberB appointed to fowiulata 
recommendation on length of program year, 

mi 1973 ^ 

Approved Letter of Agreeinent with Tigard Scdiool District' (see 
^pendix D) . 

Augmt 1973 

Approved designation of person to function mm liaison with local 
l^or tmions 'Und their menbars. 

February 1974 

Infdmally approved formation of a conmittae to study Uie future 
■•relationship betoreen. (CT)^ and, the Tigard School District and maka 
recoiBBiendation to Tigard Sdiool Board. Conmittee included two 
(CT)2 board menfaers. , 

June 1974 

Aceepted recommendation of (C3)2/«.gard School District Study 
Conunittee that (CB)2 be continued and that it be located separately 
from the high school cainpus. 



CURRICULUM AND INSTRUCTION 

Planning Group 

May 1972 , ' 

ApproTOd curriculum design as devaloped by program staff for 
presentation to state Board of \Bducation . 

' \ I 

Board of Directors 
Octohmr 1972 

Moved to table until a later date the student proposal to purchase 
an automobile to work on at the learning center. 
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Noventer 1972 

Accept^ed the withdrawal by students of Uia automobile purchase 
proposal. . 

'Janua^ 1973 

Indicated approval of Student Aecomit^ility System designed and 
presented by program staff. 

Voted to accept program completion requirements reOTmmended by 
, staff* 

June 1974 

I 

Agreed (informally) that the best source of information as to the 
amount of choice students should have in determining what they 
should learn is t^e public served by the program i e^loyers^ 
parents and students. 

/ " ■ ' ' 

EMPLOYER/COMMUNITY RESOURCES 



PlMnin^ Group 
April 1972 

, Agreed on strategies for cOTtaoting and .recruiting enployers to 
take part in toe programi (a) identification by planning group 
mentoers, contacts with their friends and business associates and use 
of various specified community resources; (b) initial interview 
conducted by progrMi personnel who would work with enployers 
tiiereafter (enrployer relations specialist); and (c) completion of 
learning site analysis witii employer by EBB and student. 

Board of Directors / 
^Bp tender 1972 

Approwd staff-designed form for transmtting student information 
to enployers before student arrival onsite, 

Novmr^^r 1973 ' ^ 

improved ttiird draft of student Work for Pay Policy as si^mltted 
by board mentoer (employer) who had revised it. 
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June 1974 

Approved proposed mmt study of "coats^ to enployers of having 
students on their sites." ' 



STUDENT SERVICES 



Board of Directors 



January 1973 



Program conpletion requirBments accepted as draftad by program 
staff. 

September J.973 

Program conpletion requirements anmended to delete student letter 
of intent formerly required at beginning and end of student proaram 
enrollment. 

March 1974 

Sesolution drawn up for recruiting students for second program 
year to represent a true cross section of Tigard High Sdiool 
student ho&it; resolution to be sent to NIB for approval. 
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Alternatives for EBCE Staffing 



rile fQllaulng imtmriml has bmmn adapted from "Alternative 
Configurmtims—(CE)2 Program," a study aonduated for the 
Northwmmt mglonal Edumtlonal Laboratory by the Field Training 
and Smrvlsm Burmmu, Univmmity of Oregon, Eugena. it is presented 
m amjmiatlon with Itmm 1 of "Pmrsonnol" (see pages 47-49) to 
hmlp EBCE plannBrs smm the vmziom staffing configurations that 
are^ pQssiblm, even though some of the conclusions in the study 
differ tiom the working mxpmrlmnGe of the (CE) y staff. (The 
study assumes r for mxample, that one learning manager can work 
with SO mtudmnts when, in fact, (CS) j experience seems to indicate 
a more rmalistia ratio of 30 to 35 students per learning manager ) 
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STAFFINC ALTERMATiVES 



Design I : 



Basic Design" lA 



Fifty students served by the following seven personnel i 



1. program a^ainistrator/en^loyer relations speGialist 
(ERS #1) 

2. employer relations specialist (ERS #2) 

3. student coordinator ^ 

4. learning manager 

. 5. learning reso^ce specialist" 

6, reaeptionist^ typist ^d' learning aide (classified) 

7. custodian/driver (classified) 

The facility chosen to house this design (and each of the other 
^signs) is an inportant aonsideratiQn. ^e following are some 
facility considerations for Basic Desi^ lAi 

1, An off^can^us facility (rented or purchased) mght 
require the enplo^nent of such claseified personnel as 
drivar and custoiian, 

2, ' A separate facility on a high srliool canpus 

might utilize the transportation system, other 
special school resources and sonte existing 
school personnel * * . 

3, An on^-canpus integrated program might be able to utilize 
all of the school's resources to imiplement the program. 

Design IB , / 

Beduced program for thirty students with five personnel; 

1. program admin fstrator/enplcyer relations specialist 



(ERS #1) 



student coordinator/learning manager 




255 



ERIC 



MAmcEmNT a organization 

3, learning resource iipeGialist/ej^loyer relations 
speGiaiist (EES #2)» 

4, recaptionist, typist learning aide (classified) 

5, custodian/ driver (classified) 

Facility considerations for fesign JB are ginerally the same as 
for Basic Design lA, , 

Design IC 

deduced progran for fifteen students with two-and-a-half personnel 

1. program atoinistrator/e^loyer relations specialist 

2. learning ncanager/student coordinator/learning rescmrce 
specialist 

3. reGeptionist/secretary on a half-tiine basis (GlassifiGd) 

a _ . _ _ _ 5 

Design IC would probably be integrated into regular on-Gampus 
facilities. It could also conGeivably be a separate facility on 
can^^us. 

Design ID , ^ 

E5^anded program for seventy-fiv e students with te^ personnels 
1. program a^^nistratcr 

2 * enployer relations specialist (EM #1) /program assistant 
3, enployer relations spaeialist (BBS #2) 
4* student coordinator 

5, learnjjig manager 

6, assistant learning manager 

7, learning resoulrce specialist 
8* ^ laaCTing aide (claosified) 

9, receptionist/tTOist (classified) 
\ * 

10. custodiany driver (jclassified) 
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Facility considerations a™ siibrftantially the same as for Basic 
Design lA. 



Desjqn IE 

E3^anded program for one hundxed fifty st udants with sixteen 



personnel i 




1 * 


program a^ninistrator 




d m 


program assistmt 




4 m 


enployar relations specialist 


(#1) 




enployer relations specialist 


(#2) 


5 . 


enployer relatione specialist 


(#3). 


6 • 


studant coor^nator 




?• 


assistant guidmce specialist 




8, 


learning m^iager 




1 


aisistant learning manager (#1) 


1 


10, 


assistant laaming manager (#2) 




11, 


learning resource specialist 




12, 


learningr aide (classified) 




13, 


receptionist (classified) 




14. 


typist (classified) 




15. 


driTOr (classified) 




16, 


ciistodian (classified) 





Ag^n, facility considerations for this dasign are substantially 
the same as for Basic Design lA. 



Design II: 



niis plan is meant to encompass an existing high schbpl career 
program. Many high schools currently offer caraar pr^gran^ that 

■ - — \ 
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involve es^erisncft on ei^ployer sites, ^pically these programs 
are of feared by business educacion^ applied arts or ip'^aial 
educatio- dapartMnts and are usually the responsibility of the 
teachers witiiin those departMnts, These progrims sometimes are 
rather fra^nted ^d seldom have they been org^ized to te^e full 
ad^ntage of conunmiity learning sites, tesign II reconroends the 
use of s elected aspects of the EBCT program to coordirPte withT^d 
enhance the -fisting career programs of a diBtrict . 

Qia rac te r i s ti cs 

1. Just as in the conplete EBCE program, a nun^er of community 
learninq sites woiild be needed, mere would have to be sites 
for e3<ploration and learning levels. The responsibility for 
locating these sites might be assigned to the" high school staff 
mender who is currently coordinating the distributive education, 
office work es^erience, diversified occupations or other 
similar programs. 

2' A learning manager (considered a member of the regular school 
faculty) would be given the responsibility for meeting with 
each student in the program, diagnosing his/her needs in all 
of the skill areas aaid helping the student select learning 
sites. The learning manager would also be responsible for 
detemining those student needs that should be met in the 
regular school setting mnd for conmunicating those needs to a 
teacher in each sv^ject area/ 



3. Each subject area departront would be responsible for prdviding 
" in-school l^ratory settings" for the student who needs to 
learn specific skills within that department. For exanple, if 
the learning manager ascertains that the student needs more 
skill in adding, subtracting, multiplying and dividing fractions 
the mathematics department would have the responsibility for 
maintaining or creating a setting (learning lab) to which the 
student could be assigned to learn^ those particular skills . 
The setting should be flexible enough to avoid having the 
student stay in the program longer than actually needed. 

4* The enployer relations specialist (the person on the staff who 
is responsible for site location) would serve as a liaison 
between the learning manager md the learning sites. He/she 
would supervise the students while at the j darning sites and 
also be responsible for reporting students' progress in 
at;taining skills at the learning sites to the students and 
learning manager, 

5 * A receptionist/typist would be needed to assist the learning 
manager and the enployer relations specialist in keeping 
records and in maintaining continual close contact between 
the school and participating employers. 
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6. In districts where conTOuni^ transportation is not available 
or students eannot easily provide their mm^ provisions 
should be nade to tr^sport students to the learning site'^. 
^^le it can be argued that it is the student's o%m 
respMsibility to get to his/her learning site, it is felt 
that the program should not be denied to an interested 
student because of a lack of transportation, 

7. adoption of this plan would require special trainlnq in 
IBCT skills and materials for tJie learning onager, enployer 
relations specialist the receptionist/t^ist. 

8. Otter staff meters from the adopting school who are going to 
be a -part of EBCE should also participate in orientation ' 
sessions ttat familiarize them with the program* 



Design III : 



This plan uses aspec ts of EBCT to the degree possible but does no t 
interfere with or ch^qe an ongoinq career program/ If a ^strict 
IS presently operating successful career educaWon programs that 
include training at conmuBiity sites and if district personnel are 
reluctant to make extensive chmges in these oareer programs, the 
following alternative may be attractive. 

Programs such as ^stributive education, office work eKperianoe ' 
and diversified occi|pations could continue to operate under the 
dire^: ■ ^on of their present persoimel. However, a learning manag er 
would be employed and trained in the EBCE program. The learning — 
manager would bm responsible for coordinating those skills tiie 
student is learning at conmimilty sites with the skills he/she is 
learning in the school setting. Each student's skij.1 or academic 
needs would be discerned and the learning manager would be 
respoi^sible for giving tte student opportunities to meet those 
needs . ^ , 

Ihe advantage of Design 111 is that, through the learning manager 
It allows a district to take advantage of the benefits of EBCE 
and provides a "first step" toward the possible adoption of a 
more complete alternative. 
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Design IV: 



Design IV m^es use of Emm materials and techniques but does not 
add Bny new parsonnel. Selected EBm strategies anr^ materials 
would be utilized to improve and/or chmge existing career education 
progrMrts. If a district is satisfied with its present career 
education program but would like fresh materials and new ideas for 
implementing its program, this plan might be helpful. 

Materials have been developed for the three HBCE curriculmn , 
condor en ts— Life Skills ^ Basic Skills and Career tevelopment. 
mesa materials are available to s^ool districts . 

EBCT techniques for securing coj^unity learning sites can be used 
in my career education progrMn. ^e responsibility for maintaining 
close working ties between thm school and the employers would be 
toe responsibility pf the school system generally^ with existing 
staff undert^ing some of the tasks of the employer relations 
speci^ist. Advisory boards could be set up in each coranunity 
where a career educatiori program of this nature is instituted. 
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Typical (CE)2 Staff Weekly Schedules 



The following ddsplmjm, Bimulatlng typical schBduleB for the (CE)^ 
profesBlonal staff, are provided to UlustratB phe demsmds mat 
are plaamd m EBCE roles^ ^ informtim can hmlp planners 
anticipate the number of indxvidualm they imy need to opmrate ' 
their program rPersormel/' pages 58-'60) and the staff working 
hours that may bm necessary ("Pmrsonnml/' page 76)^ 

It mhoald be noted that mome major , tiim^aonBmdng activities aacur 
periodically and do not shoyf up m^ciflcally on these charts m 
Evening employer development sessims, for example , are scheduled 
once every piree mon^s and require four to five hours of each 
staff mentoer'B time (approximBtely tftrea hours for planning and 
two hours in session):^ In addition^ two specific parent reporting 
times ea^ year involve extensive parent/staff conferences^ All 
stmff members spend several hours in preparaUm for these 
aonferenaes and are at the learning center from SiOO^SiOO p^ml 
md TiOO^BiOq p^m^, four aftemoons and ohe evening, each of 
these two reporting tiims» ( 
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PROGRAM ADrtlNlSTRATOR - A rYPICAL WEEK OF PROGRAM ACTIVITIES 



K3 

as 

Ui 



iJiQO a*m. 
Li 1 00 d,m 
lliQO noon 
1^00 p.m. 

4t00 p.ni- 
liOO p,m. 



6tO0 p.m. 



S'/eniny 



MONDAY 



mntMCC with board 
M^np^Fs i'- high schsal , 
SWREL 



TUESDAY 



confer with st^ff 
nsnheris) 



sC4ff meeting (tnclud&M 
zone d^triisfinij snd 
^flfe? ptogr&ss tings) 



hosting visitors 



WEDNESDAY 



oOnt^et ^ith board 
metr^mrs , hi gh s^ool ^ 
WML 



planning ms^tiTlgE And 



aon fe r i^ith staff 



pa r^n t/st udon t 



tafi' task farce 



group presentation f 
meeting or othmr 
iprogr^m aommi tmen t 



lun^eon .mating 
fe<g* , CJ 3mb&r of 
Cofmrmrc^f 



tontMat with smpl6gsrs ^ 
bo^rd members 



^thool distriat lictison 
m^Qting 



idndnistrMtiv^ d&t^i Is 



student me&ting 



mdministrative details 



THURSDAY 



sdifdnistrati \^ details 



^ taff/3 tuden t eanferenct 



hosting visitors 



lunoheon n^mting 



g e udent/high school 
confmrmno^ 



pM rt?n C csn fe r%:n ce 



taff confer^n^t^' 



group presentation f 
nseting or other 
program ^nmi tn^n t 



emploger liaison^- 
onsite and phone 



■^tsff conf^renCG 



parent ^nf&rei)'c& 



administrstivo details 



FRIDAY 



sdwinistrs ti v# detai Is 



contstot with board 
members f high stjiseoi, 
NyREL 



high ^ohool liaison-^ 
honc' Or nto^tin^ - 



atcmnding to board 
details 



lunoheon meeting^^ 
board 



student uonfer&noe 



staff oonferencc 



staff task force 



admi ni strati VQ dec^iis 



group presentation f 
imeting or othor 
program commitment 



BiQQ a,m. 
giQO a.m* 

lliQO a.m. 

12:00 noon 
1 iQQ p, m, 
2?00 p.m. 
3=100 p,ffl. 
4:00 p,m, 
SiOO p»nii 

6:00 p.m. 

I, 

Evyidfuj 



ft 

to 
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LEARNING HANASER - A TYPICAL WEEK OF PROG^M ACTIVITIES 



3:0C 

10:00 a.m 
11:00 *3.m 
i2iOG noon 
' ^ ^ 1:00 p. Si 
2 :00 p. m, 
3:00 p,iTu 
4:00 plm 
5:00 p.m. 



spne debriefing and 
20/i# progress memtinijM) 



6:00 p.m. 



Evening 



MONDAY 



w'iC/j sty^ntt regarding 
progress 



LM/SC meeting and/or 

tudent/p^rmt 
eonferences* 



TUESDAY 



host visitors 



s*'rJ c# / e 1 ua te 
projet^ts and read 
journ^l^M 



lunffh 



sonfer with SC/LRS 



student Mnd/or student/ 
pa ren t confaten c^s * 



WEDNESDAY 



Sh- -'dulmd student 
aonferences to 
n^gotiMtm projects 
mnd discims student 
progress 



student i^jmting 



sse students f other 
s taff members 



reaords^^ 

accountability f eto. 



group preMentstion f 
meeting or other 
DrOQrani commitnmnt 



read ,ind comnent 
On student journals 



*The LM averag#s three i/2-hQUr esnftrgnc^s ^ weekwith SC, stydents and 



THUWDAY 



bfrite projects i evaluate 
products, do research 
ne^ssary to keep up 
with project topics 



FRIDAY 



see students (petsanal , 
projuijts^ journals f 
miscellaneous} 



lunch' 



see students { personal ^ 
projects, journals f 
miscellaneous 



^jonfor ^ith staff 



wri te projeats and 
sew students, other 
s ta ff mmn^e rs 



student or student/ 
parent conferences* 



records^- 

accountabi ii fey* etc ^ 



1:00 a.i=i. 

10:00 a.m. 

lliOO ^.m. 

12.00 noon 
1:00 p.m^ 
2 1 00 p, m, 
3:00 p-ni. 

4:00 p.m. 

f:00 p,m, 

6:U0 p.m. 

Evoning 



parents concerning Btudent accoantahilitv. 



g 
s 

N 
N 

8 
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mpionn Mimom specialist a rypicAL week of prograh activities 



OH 



SiOO a,n, 
9?00 a.ffl. 
lO?00 a, IB, 
11:00 a. a, 
12 I DO nosn 
1:00 p,o. 
2iO0 P,ffl. 
3tOO p^m. 
4:.00 p^m. 
5:00 p>BI^ 
6iOO p*Si. 



MONDAY 



TUlSOAy 



student COnf^tsnams 
studsnt si Cm 



9i00 a^ra. 



lliOO a*m. 



12:00 noen 




*«nJ™iT^?-J' 1/2-hour eonfewnees a.week with individual itud.n«, SC and/or enployer Instruetor and Arents 



1-3 it pertains tp students at leamfng sites. 



*^time away frr 



NOTE: 



ERIC 



Csnsideifabli tinB Is spent traveling to and from learning sites. 
'miB has been ineludid in times ^ndleated abevt. Also rooit EM time it 
ipent en a eoffbinatlon of aetivities that are difficult to brtak apart 
(see the dorrbinations for luncheons, for ejcaaple) . 
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LEAKNiNS RESOURCE SPECIALIST - A TYPICAL WEEK OF PROGRAM ACTIVITIES 



SiOQ 



9 1 00 
10 1 00 a,m 
lliOO a.m 
12 1 00 nson 

1:00 p.m. 

3:00 p,m 
4:00 p.m. 

SiOO p.m. 
Bvening 



MONDAY 

. — - _ 


TUISDAY 


WEWESOAY 


THURS! 


3AY* 


FRIDAY 




compmt^noims 
coordinmtiQn ^ 


competenoIeM 
coordinA tion 


competencies 
coofdina tion 




com^tencieM > ' 
coordi nAtion 


f^aofdk&eping 


corvee ping 


recordMeepifig 


re^rdkeeping 


recorWieepi ng ~ 


hoBt.^ vimi torm 


help students And strnff 
with I'Q&ouram needs ^ 

\ 


compefi_^nQy~^ -- ' _^ 
certifiamtions 

\ 


helpMtlidents^ ToGsrte'^-^ 
resources 

1 


order-=im$^iMls 


vimit comnunity Mi^eB to 
i den tify resoutceM 

i ^ 


update bulletin board 


s^aff mmBting ( includms 
Eon^ debrisfing Mnd 
ZQnm progrssB imm tings) 


lunah ~ 


Btudent Trmetiiig 


lunch . - 
1 


lunch 4 " 


canfer with LM and SO 


spmaial work with 
Mtudents f#.g. * 
vi deo tape claMS 
oonduated by remource 
person) 


inonitor Mtudmnts/ tutors 


help students and staff ^ 
with reBource needM / 

^ 1 i^j^ 4. ^ J, era iJ 


help Mtudents and staff 
with resource na^dM; 
con Mat community 
rssoutsBM 


monitor studentB/tutorm . 
/ 


visit leAfning Mites to 
identify resourceM 

] 


visit learning Mites 
to identify reMOurses 


planning to meet ■ 
needs of staff/ 
students 




public librAry 


equipment upkeep 






















i 

^ — ^ — — — 


^roup presentation, 
meting or other 
jr^rAm commitnmnt 




\ 





SfOQ a.m. 

9tOQ a.m. 
lOiOO a.m, 
11 iOO a.m. 
12 1 00 noon 

i-'OQ p,m. 

2j00 p.m. 

3:00 *p,m. 

4 jOO p.m. 

S.*00 p.m. 
6iQ0 p.m. 
Evenin J 



S 

I 



i 
s 

B 

i ' 
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STUMNT CCORDINATOR - A TYPICAL WIEK OF PROSRAH ACTIVITIES 



8i00 a.m. 

9i00 a.m 
10:00 a.m 
11:00 a,m. 
12 1 00 noon 

1 1 00 p,m. 
2iOQ p.m, 
3i00 p.m, 
4iQ0 p,m, 

SiOO p.m. 
Evening 



HON DAY 


TUESDAY 


WE^^ESDAY 


THURSDAY 


FRIDAY 


planning for zsnn 
dsbrisfing and prsgrsss 


staff £©/ife fences* 


plmming for student 
donfmrenaes 


arranging parent 
meetings 


cpntaet, timg* 


/ 


omtAGt tinm* 

planning for rmgular 
all^gtudmnt amsting 
and oUier Mtudent group 
aativi tims 


grQup stuctent 
senferencmm (4 
students at a tinie) 


cont&ot time* 


planning and pape^ork 


MtMff meeting (includms 
zbns dmbriefing and 
zone ptogtmsM nm^ tings) 


2un^ 


student meeting 


liaison meeting with 
high s^ool staff 


lunah 


staff confmreness* 


n&re group student 
oonferenoes 


staff conferen^s* 


contact time* 


acQOimtability 
wrdtm^u^ and othmr 
student recQrdkmmping 


student or student/ 
parent aonfQretnces* 


paren ' con fefen ces * 


Mtsff and/or studsnt/ 
parent sonfermnoss* 


planning student group 
aativi ties 


staff aonferences* 


^- 


rmcordkmQping 


planning ^nd pMperwork 


planning and paperwork 






















. / 


group prsssntation , 
memtlng or othBr 
program aonmiitmsnt 









student esotdlnator'g time is dlffisult to iwmnari^ei thii^ person spendi a major part of tach day b#ing aeeeialble to 
Htudents, tne (CTJj staff, partnta and on oceasion itaff of om^x agencies {at the high lehool, for example)/ 
eoordtnator is available to^meet a variaty of needs and provide strvia©s=-f©r example, student asseiiment and 
reguUs with studenta and staff, managing the Jtudent Aeeoimtabilit/ System, meeting With itudents for both perisnal and 
Gurf ieuluir^related reasons , ^ cenferring with parents and consulting wJtii staff, 
above as^" con tact time" or as a few mor» audience-ipecif ie eonference tiniea. 



The student 
haring test 
ional and 

All of theae interaqtlons have been generalised 
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BiOO a,m* 
9:00 a.m. 
10:00 a.m. 
11:00 a.m. 
12 1 00 noon 
liOO p,m, 
2:00 p.m. 
3iOO p.m, 
4:00 p.m, 
5:00 p.m. 
6:00 p.m. 
Evening 
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APPENDIX H 



Inserytce Training Needs of an EBCE Staff 



Early in the developmnt of (CE)^, NorthwmBt Regionml EducationMl 
Labor&tory Bpmaialists in interperson&l conmmi cations and staff 
development were consulted to project what EBCE professional 
staff members might need In the way of personal /soaiml and 
progrmm'related development and training. The following list of 
antiaipated staff needs was drawn up by i^ose specialists and may 
assist actual program staff in IdBntifylng y^eir own orientation 
and trMihing needs /as discussed in "Pe^onnel/' pages 81-83. 
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Appendix H (Staff Training) 

I 



PERSONAL/SOCIAL DEVELOPMENT 



EBCT profesaional staff mernbers need to be flexible to meet the 
spontaneoTO demands of the program. Biey should be able to 

i* ' adjust s^edules according to program dei^nds 

2. seek and be responsive to team fee&ack on their 
perfonnanGe 

3, deal effectively with several concerns at once 

4* set priorities according to the immediate situation 

Staff menbers need interpersonal interaction ski lls that will 
enable them to _ 

1, be brief and concise, getting to the point when offering 
comments or suggestions ^ \ 



2, be forceful and definite in eKpressing ideas ^d opinions 

talk in specifics , gi^ng 
giving feedback to others 



3, talk in specifics, gi^ng examples and details when ^ 



/ 

4, listen attentively 

5* - let a person know when tdiey don't understand the 
person's coiments 

6. own and express feelings of irritation, hurt or 
ento arras amen t / ^ 

7. / facilitate discussion by smimarizing points of agreement 

and disagreement . ■ - ^; 

8. make it poss^le for others to participate in discussion 

9. e^ibit concern for others* feelings by checking 
perceptions rather than acting on assumed knowledge 

10. be responsive to otiiers' feelings of closeness and 
affection ^ 

11. not ignore hurt feelings but accept them and work toward 
mutual understanding / ^ 

Nl2, seek fea^ack from oUiers concerning mn actions 



mNAGEmNT S ORGANIZATION 



13. be aware when own feelinge of 'discomfort interfere with 
reeponi,i^ness to others/ 

14* deal with^ tensions and c nflict withoiit becoming 
imTObilized or defensive 

15. recognize when they need help and then seek it 

16. capitalize on op^rtimities to learn from students / 

17. seek appropriate ways to offer help without intruding 

18. accept criticism from students, employers or community 
numbers without defensiveness ~ ^ 

Staff menders should model the behavior ei^ected of EBCB students. 
Biis includes < ~ 

1. f using time productively 

/ 

2. respecting the time of otters by keeping appointments 

, 3, completing assignments and meeting deadlines 

4. being able to report progress toward any specific goal 
ojf achievement 



PROGRAM-RELATED DEVELOPMENT 



staff members should be able to demonstrate various abilities 
related to individualizing instruction , including 

1. diagnosing student needs 

2. assisting tiie student in working through prc^lem 
identification and dev^-loping alteroatives 

3. collecting pertinent data on student performnce 

■ / 

4. organizing the data collected and feeding it back to 
appropriate audiences (student, parerit, eit^loyer) in a 
usable way 

5. showing the student continuity and direction in ttie 
student's learning activities i 
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App&ndix H (Staff Training) 



Staff menbars should underBtand. group process skiils and utilize 
tham in working situations, being able to ^ — 



1, deacribe group behavior in noneyaluative ti 



armB 



see whan a group is having difficulty and focus the 

group's attention on the problem V 

3. parfonn leadership fmctions as needed in tha groi^ 
(initiate action, suinmariae, clarify and so on) 
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APPENDIX I 

Excerpts From News Relaase Announcing 
Formation of (CE)2 

Spring 1972 



(i^ool diatriat) 
( address) 
(contaet person) 

(data) 

FOR IMMEDIATE RELEASE 

Ihere is a new logo in .town-- (CE) and it represents a 
new alternative in education* Conmunity Ei^eriances for 
Career Iducation, (CT)^^ is a nonprofit Oregon corporation 
governed by representatives from business^ l^or, the 
coramunityr educators and students. The proj& ; is one of 
several experimental programs funded by a federal grant,*,, 
Tigmi^c^ High Sdiool is'^one of four schools in the nation to 
participate in toe program* V 

Beginning in Septentoer 1972, employers 'in the Tigard 
coiranmiity will have an opportunity to become directly 
involved in the education of 25 high si-hool students* Iheir 
involvement will va^ from providing actual learning -sites 
for students to serving on a board of directors, whidi will 
oversee the program and activities of l^e project; 

Bie imique aspect of the (CT) 2 program is that all of 
Uie curriculinn ei^riences will be tied directly to 



'21J8 



MMAGSmNT a OJRGANimTION 



(CE). 



(date) 



the students' activities at learning sites in the conimunity. 

lacli studer^t will be learning, directly from adults in 
the community, . ,who have volun-teered to take part in the 
program, A highly qualified program staff will be in direct 
and dally contact with both students and commmity 
partlcipMts to pro\d.de continual assistance, in all aspects 
of the students' detailed learning program. 

mny employer settings have been contacted for 
participation kn the program, These include sites as varied 
as , c , ^ ' ' 

ThB (m)2 center will be housed near King Ci.ty and will 
serve as a base for coor:dination of student activities, a 
storehouse for instruGtlo^al matarials. a poranunications 
center and a gathering place for participants in the program, 

, (CE)2 is a test model of a new concept, . ,e3^erience- 
based career education, an attempt to find new ways of 
makina education relevant in today's society^ gnd p^^^ 
fpt today's students* 
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. APPEfjDIX a 

Excerpts From News Release On Labor's Role 
, Iri Program Planning 

August 1972 

- - 1 

(school district) 
1 ' (address) 

(contact person) 

(data) 

FOR IMMEDIATE RELEASE ' 

LABOR PLAYS KEY ROLE IN NEW EDUCATIONAL PROGRAM 
Labor representatives in Oregan are playing a key role 

in planning and trying out a new educational program for 

high sahool students. 

Called Coimnmity Es^erienoes for Career Eduoation/ or 
' (CE)2# the program will begin on a pilot basis \itii the start 

of school in Septeirber in the Tigard area* j 

Under this program, virtually all learning es^erienoes 

for the students will^ be outside ^e regular hi^ school. 

Students will learn traditional academic skills and 

become aware of a wide range of career opportmiities 

throu^ practical experiences in businesses, industries, publi 

and private agencies. 

Itoion representatives (name) and (name) became 

involved in planning tte progrmn in its early stages last 

more 



mNAGEMENT & ORGANIZATION 

■ ! / 



2-2-2 

Labor Plays Key Rolr 



(date) 



fall,, and labor's involvement has been continuous since that 
time, (name) has served on the initial planning group 
in organizing the program. Other meittoers Include,,,, 

"Ihis is not a dropout or vocational training program," 
emphasizes (program rBpresmntatlvm) "it is just as 

appropriate for the eolleg^ bound student as for one 1^0 is 
not going to college," 

Some 25 students, ages 16 and 17, will enter the program 
initially,.,, sadti student will help prepare his or her c^n 
"learning plan," whidi will include,,,, 

"vmile they are being exposed to a variety of job 
possibilities, students will alsd be learning basic^ skills in 
English, mathematics and scienoe, " e^^lains (program 
mdminl^trator) "For exait^le, * . , " ■ 

"Students will not be paid," es^^ains (pr^ram 
reprmsBnta tive) "Thmy will be learning and es^loring a 

wide range of job. possibilities in a variety of work 
settings ,,, and the people who work in these businesses and 
agencies are very enthusiastic about t^e prospects for 
helping young people learn,,,," 

###; 
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APPENDIX K 

Handout For Tigard Teachers ' Informational Meeting 

April 1972 



EXPERIENCE-BASED CAREER EDUCATION: WHAT IS. IT? 

^1 ^^-^ ■ 

EKparience-based earear education (EBCT) is being tested as 
one way to help students learn to live in a complex tedinical 
society. It places special emphasis on fcha ralationships 
aniong learning, living and earning a living. 

E^erienae-^baaad career education emphasizes individual 
competency and flaxibility by involving a total oonmunity ^in 
the aducation of high sdiool age studants, aha Lore from 
which the community resources are tapped is the/business world 
Starting in tte fall of 1972, employers in tiie/Tigard 
conttnunity will hava an opportmity to bacome mrectly involved 
in the aducation of 16- and 17-year-old studants. 

ae program will be an option to ifitereste^ students currently 
enrolled in Tigard Hi^i School, but it fis Aot intanded to 
replace ttia school* ■ iTOerienqa-based career aducation 
students ccmplating the program will recaiva standard high 
school diplomas* ' i 

^ ' ^ i . '^ ^ 

distinguishing faatura of mm is ttat learning in the 
disciplines "ma-toy English, science and so forth— will be tied 
to direct ej^erianca. Wiile concartrating on caraer fields 
best adapted to fhis or har aptitudes and aspirations, ea^ 
participating student will be exposed to a variaty of work 
as^eriencas. These will anable toe student to understand how 
various e^^uc ional aKPeriances contribute to career success* 

Learning opportunitias in the world of work ara nmnerousi for 
axampla, science tmderstan^^ing can be integrated with 
experiancas in a medical la^ratory, and mathamatics is an 
ui^rtant part of the es^e^iances in a bank. ; 

Each individual will develop a parsonaliEed learning program 
in conjunction with a learning manager who isl a certified 
teadier* Learning will ^a organized aroiund concepts that 
the student will be able to use inmtediately and will 
emphasise eitperiences necessary for developing a student's 
intereste and aAieidng*hls, or her personal goals. 
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INDEX TO EBCE HANDBOOKS 



ACKOUntabiiity Write=Up C:88-BD»j 



7J-i74 
' ) Cjl59 

s C:l28-129, 159-161 
ions s i 168- ley* 



CtBO, 85-87*; 
Ci461 



Si I 75-174 



80. 



S-il8-l] c)* 
At tendon' 
Carec ., 
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Competenait -■ 
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Defined C-?7 
Employer s#niinars 
Guidance S:170 
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go t iat ion/con fe ire nces Ci77, 79 
8S-a7| Sil72-174 
Parent involvgn^nt Ci90-'9l; s; 173-174 
Projects C:2Q8-209, 256 
Heporting Ci86-S9 
Skill buildingj levfels Ct298-299 
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^ Student journals Ci418-4l9, 433 
Timf management C 188- 90, 256 
BOS sl^Q Aotion loncst aaidmou 
ACTTON ZONES (sehool year) 

Debriefings Ci67--68*| SilBO-lfll 
Defined CjBI; S:171 
Guidance frajteWQrk Si 171-172 
^^egotiatiQn Ci82 
Sanples Si 21 3-229^ 

ADMINISTRATION, mm Admi ni stratorl 
ausiiWBa Management, covmrn^ao , 
Poliaymakiji^ ' 

ADHINISTEATOR 

Accountability Ci85| S; 173-174 
Beard relatiens Mi 172-173 
Budget Mi 95, 102 ^ 
Bi^iness managentont Mil06-114 
(CE) 2 pcisition del/-, t ) .^uion Mi 51 
eurriculujn cilS 
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171, 184-188 
Guidance CilSO 

Personnel management M:68 71 ^9 
11, 87 ' ' 

^cord of Student Pc^rfonnanco S^272- 
274 

School diitrict relatLions Mil7i-174 ^ 
190-192 . ^ " 

Stud«nu rtcruitflient S:15-l6 
Warkload miSS, 263 



mlso Personnel 
ADVISORY amUP (pcstadoption) 



Mi3S-36 



A^SEP^^^NT Clearni.ng mitms) , see Learning 
S L 3 An^.l ysiB Form i 



Basic Skilli C;27-28, 54 

Behavior Ci61i Sil77-lS0 

Carbor Ciivelopment C:33, 56, 116, 145 

Diagnostic testing ei54-56 

Evaluating pregress Ci60-61 

Life Skills Ci2l, 60 

learning plan cycle C: 44-45 

Staff ro.leii Cj62-65 

Stut^ nt Behavior fecotd S:179* 

Stud^.-4t Ptofilg CiS5*-56; Si 98-99* 

Student lelf-analypis CiS6-58* 

see ajse ^valuation 

BASIC SKILLS Ci24-30 

Advanced/renied^al work Ci29, 351-252 
Aeseosment/evaluation Ct 27-30 
Basie Skills Proicription Pad C:635* 
Career explorations Ciil,4 - 
^fined Ci24 

Delivery C:26*-jO ! 
EBCE approach Ci 24-25 i 
General program work Ci29 
Individualized Learning ^for Adults 
^ (prQgra.-Timed materlali) C:30, 253 
Integration ^i30 
Prescription C? 2^^-29 
Profiler (aesessnient) C: 2 7-28 
Projects Ci246, 251-255 
Seif-aBsessment exerclaes (onsite) 

C:255, 629*-63S 
Student joiirnali Ci416 

SOQ diso Cl&msasf Tutats 
BOARD OF DIRECTORS, We Goi^ornanc© 
BOARD OF EDUCATION, Sahool flpard 

BUDGET Ml 95-102 

Approval Hi 31, 102 
EBCE CQSts |i*it96-g9 
Format MilOO-lOl* 
pTlhning Mi29-30, 95 ^*^' 

BUSIMESS POWiS 

Budget forrndt Mi 101* 

Monthly Financial Statement Mi 105* 

Student Transporfeatiops Agreen^nt 

Mil3l*^ Si78-79* 
Student TransportadiQn qptiori^ 

132*1 S18O-8I* 
Student Transportation Route Mi 134^; 

S:ea-85* 

Tr^sportation Heintoursement ^quest ^ 

Mil35*| gi86-87* \ 
Transportation tequest Mil 33** 
■ S^92-a3* 
Tutor Service Agreement Mi78* 



pAge iiumba^'^ jre prmc^d&d by 



W index inajuloa t%£ezenw$ to %n.fow BaCE hanMnok, 
ene tollowing eodei 

'<roU<Ming a nmmt) indlwces ,mpl^ form, illmtratlon, display or fl^ chart 
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A^inistralor responsibiiit ies M: 106^ 
1 U 

Audit Mt^B 

Budgot Mi95=l02 

rinaneial reyortg Hi 103-106 
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Figcal procedures Mi 107-109 
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Delivery Cj32*-35 
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641 
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CPim^R fiS^UDRATiWS C:.105-186 

Carter counseling 148-150 ^ 166-168 

Defintd CilOS, 111-115. 

Employer in^nructpr checkliit Crl39 

E34ploration Package (sample) C: 169-186 

Leafning objectives Csl43 

Project a*ctivitits C:155 

Site selection Cil45, 148 

Staff role^ Ci 108*, -126-127/ Eil42-143 

Student Steps to follow Ci 141-142* 144* 

Time requiraments C:12S 

jet* mlBO Emplayet Instructor, &it& 
UtilizatJon ^ 

Chmm INFORMATION S^STCM /c-116^ 145, , . 
637-^39* 

CERT IF I CATION ^etaff) Mi 61 / 



CL^ASSta 



CLUSTORS (job/ 



171 



COLLEGE ENTHA^JCE (tiUudent qua li f i cationg ) 
M-146| Si65^ 292-293*, 304 

see also Crudential, Graduation 

COMMUNICATIONS (program) 

Board of directors Mi 172-173 
Community groups M:1S5, 186, 189 
^^District teachers Mil76-177* 279 
Employers M:144-145, 184-186| Sjl34 
' Other education programe Mil46,- 190- 
192 

Parents hlii46-147, 180-183; S:133-134 
School district Mi 173-174 ;S i 134 
Staff Mil75; S U32 
Stayf^ department of education/ Mi27, 

3? , 19 1 / 
State regulatory boards MilBS, 192 
Students' Ml 169, 179-180, 183 1 S; 132-133 
Unioni Mil44-14S, 186-188 
Visitors M1I66 

MQQ 3 ISO Information {studmnt} , 
OtientBtion (staff) t Orientation 
(student) , Parent Reporting , 
R^^tui tmont (site) , Pocrui cnjf?nt 
(Btudent) 

COMMUNITY RELATIOHS M: 139-193 

Community input Mil68-I7l 
Describing program Mil43-147, 176- 

177^ E:19a-2bO, 224-325 
Evaluation or Mil7D-l7l, 193 
GeneraEing support Mi21-23, 151^152, 

275-278 
Parent Night Mi 181 
Presentations M:164* 165-166 
Presy relations Mil55-156 
Program name Mi 149 
Program representativei Mi 148 
Pi^llcations Ml 156-164 
Recordkeeping M;il53 j 
Sur\myy MiV70-l!7l ' * 

Visual mattirials Hil64 

ace also Advisory Croup, CGnmunicmtions 
(program) , Group„ Acti vi timn , . * 

Information (student) , Planninq 
(program) 

COMMUNITY SIJP\t:V (pryadoption survey of 
interest) M:2l-23 



CQMPETENGl EB ( Li f e 



Certifi 'rs Ci 345-347*, 
Comrrtun i fcy par t i c ip a ti on 
357-358; Mi 169* 

{ eontin umd) 



^kilii area) Ci 331-408 
511-512 



C?332,^339, 



\ 



Tha index inaludms fe/erenoes to all four EBCe handbooks,' pagQ numbers arm praceded 
the rollc^ing codSi G 



C ^ gurjriculum s Inst^uotion 



M ^ Management ^ Organi^^tiQU 
S ^ Studmnt s^rvic^s 



E " E mployer /Co/mr,uni ty BsBoujaes 
yfollowJn^ M number) indicatm sample\form, illiistrMtionf di^ay or ilm chart 
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Index 



COMPETENCIES (conUnut^d) 

Defined Ci3Jl, 335'3j7 

Developing con^jecuncies Cs 339- 341* 

Listed Ci346* 

Rasources C; 347* iiOl=403, 512-513 
Staff rolei Ci334*j 338 
Student Btmpm to foiled C:351-3S2* 
Student Workbook Ci 359-407 

CUMPETENCY CERTlFrER C;345=34g*, 511-S12 

CnMPREHENSlVl TEST OP BASIC SRlLl^ 

54 " ' 

CORPORATION, BO^ QovQrnanQ& 
costs, sge Budtfet 

COUNSE^XNG, MQ^^ Career Povelrpment * 

CREATIVE DE\/ELOP^ffiNT (Li fo Skills area) 

EBCE approach C- 52 1-522 
L#^rning objectives C:521 
r^roject (sample) C:52StS30 

CREDENTIAL {student) 

{CE)2 m^ord of Student Performance 

{sample) Si 265-297 
Format S: 65-86 

Gradea/crgdi ts Si6 3-64* 292-29J* 
Fregram completion Si37j 269 
Furpoaei Bi63, 134-13S 
tevi^w Si 65, 303-307 
Staff roles 36-38* 269-271 
Student inatructions S:133, 298-301 
s## a J so at^duation , Trans for 

CRITICAL THINKING (Life Skills area) 

Career ej^lpration process Cill3* 
EBCE approach ■ 0:531-532 
Learning objectives Ci531* 
Project (sample) Ci535-541 
Froject writing 
Wrap-up activities C^ 271-272* 

CURRICULUM Ci3-^S 

laaic definitions Ci7-13 
EBCE Loarning Path C:6*; £;9* 
Outcome foals Ci 14-16 
Purposes Ci3^4 

also Basia SkillMi Careor 
Omt^lopmentf Ca rem r^xplo rat ions , 
Comp^ tan ci off t EmpI oye^. Semi na rs , 
Lo^rtdng LeteJj, £,ife Skills, 
Projmats, Skill iJuildinr! Lovul^i 



DIPLOMA S:37=3B 

DlSCiPLlKK, Accouiit^biUty 

EI, st'O Employer IriHi tructor 

EFSi Employer Rulations Sp^cialiMt 

Et^UDYEHf see Employer Instructor, 
FQcruitment (sit^) 

EmWYEB INSTRUCTOR * 

Career exploration C:139, 152-154| 
EilSO* 

^fined Eil2, 31-32, 35, 42-44 
Learning and skill building levels 

Ci3Q0, 312, 318-319, 322-326i Eil62* 
Project evaluation Ci266 
Qualifications Ei4 3-44 
Responsibi litiea E:lS9-162, Si62 

st?e also EmplQtfor Imtruatar 

Development, Recruitmrnnt (sitm) , 
Site Utm nation 

E^ffLOYER INSTRUCTOR DEVELOPlffiNT Ei63-1Q2 
Audience E: 78-79 
Conducting sessions 1:66*, 99* 
Defined E:63-66 
Evaluation E t4 3-44 

Pee^aek from employer.^ i2*-84, 100- 

101* 215-221 
Pee^aack session Ci^6-/ , 92, 235-242 
Invitations E:95-96*^ 
Materials E:98, 2Q5-E13 
Orientation session ^t75, 91, 195-200 
Dues U ions ^ answern Eli 75-76, 91-92, 

22 3-228 ■! " 

Heeordkeeping EiSO-al 
Reirrtunienient Ei23-25, 80 
Sample agendas Ei91-92* 
Scheduling E:93-94 ' 
Staff teles E:e4, 69-70, 85-86 
Traininq netds €i7l-73*, 87-89, 2Q1- 

2C 4 / 
Training session E:76, %2 , 229-2 J4 

EiMPLOVER RELATICT^S SPECIALIST 

Assessment role Ci33, 56, 63-64 

(Ci:)^ position description Mi S3 

Career explorations Cil36 

Employer instructor development Ei69 

Guidance SilSO 
. Learning and skill building levels 

Ci29 ! 
Quail fi^jt ions Mi 6 1-63 

Reco Ikooping S:S9-60 

Site recruitJnent Eil3-15 

Site utilisation E:110-lll, 141-149 

Workload Mi 59-60, 265 



. sonno I 



no in^** inff4udBS r../««„cts aii four iaCff hmcltookaj pam numbcrs^r^ pr^csd^d 
tn& roHoving codBi - r 

C - Currlculm S tngtr uetlpn ■„ . Mansm mnt t Organization 



B ^ Empl Q 4/e r/ Comnuni t y E&s our cms 



S ^ StudBnt S#r vices 



*<lonowing a'nwrd>^r}^t„dieMtes ssmprS'Tcm, illusttation, display or flow chart 
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( 



DMFLOVnR SEMINARS Ci 455-474 

Aqoriflas C : 466=4 70 

CDmmunity involvement Ci461, 466 

C^fined C:4S5, 459 

Projects Ct47J-473 

Staff rol^s C:46n 

Topics 0:462-461 

E.^LOYER SITE (defined) Ea9 

EMPLOVEH TRAINrNG, st-e EmpLoijtjr Tw^tructor 

I2NTRY/EXIT, suij Proqram Entry /Exit 

E V AL U AT I ON ( p r og rain ) 

Comnmnity ro lac ions e f feet i veness 

Employer feertoaek E:b2*-84^ 100-101, 

138-139, 215-221 
Employtr instruetor ef fectivenysB 

E:4 3-44 

Questionnaires for participant 

fo^dback Ml 170-171 
Staff ef feetivencHs M:87-88 

EVALUATION {student) 

Basic Skills Qi 30 
Career Development C:34 
ExpioratiQn Paekaqe CilSS 
Learning/skill building levels Ci292- 

293, 325-326 
Life Skills/pro jgets C:22, 266-270 
Student Perforrfiance Review C:2'J2-293 

see P^^O A-Swe^Emf^nt , L^arninj Plan 
Ojcle 

EXPLORATlnN PACKAGE (sanple) C:169=1B6 

nxplainod C; 119-121 
Hample C: 169-186 

SCQ aiso Career Explorat lonE 
EXTRACURRICULAP ACTrvrTlES Mi 192; S i 190 

FAClLir* fc 

{CE)2 floorplan Ci4B7*i Mji2S-128^ 
Choosing location Mi 124-125 * ISO* 201 
Heal th/safety M;12Q 
rnsurMnee M:117 
Planning Mi97, 121-128 
Purposeo Ci476,' M:121-122 

FILES 

Ins ttuctional inateLials Ci49 3, 50 3-5^4 
Office recr-rds Mn.ll-ll2 
Student records 3; 54-33 / 

FumS (Sununary of (CE);j) ^ill4 
(conti nuodj 



Vvmf\ (continue>d) 

sldO HuainuMs Farnm ^ Instructional 
MatQri<3lM f te _ Forms ^ Student Forms 

FUNCTIONAL CITIEENSHIP (Life Skills area) 

EBCE approach Ci544-545 
Learning objectives Ci543 
Project (sample) Ci547-5S3 

FUNDING Ml 29-30 

GOAL^ (prngram outcomes) Ci 14-16 

see aiso Ltj^rning ObjectiveSf Loatning 
Pi an Nocjo ti^.tion 

m VE RNANCE M : 2 5 - 4 0 

Advisory group Mi 35 

Bylaws M:223-233 

Consoftii^ Ml 36 

Corporation M: 36-37 

Relationship to district M:39-39^ 

2 3S-242 
Sehuwi= board Mi 35 
Separate hoard of directors Mt3i 

soe aiso Planning, Poldcymking 
GimDES/CBEDlTS, see Credontisl 

GR^DUATION 

Diploma Si37-3fl 

Early completion Si 37-30 

Jt^ate completion Si 38 / 

Record of Student Performnnc^' S;37-38 

GRADUATION REQUIPEMENTS CiS2-S3i Ss272- 
273* , . 



GROUP ACTIVITIES 



Employer seminars Ci455'-474 
Meetings, student/staff/ M:1Q0; Sfl66- 
16 7 

Retrial, student/staff Mi 180 j S:l?i.?- 
' ^ 16 1/ 

Social activities Mil80-181 

GUIDANCE S 1 139-194 

Action lones S: 171-172 

Adult roles Sil46-152, 158* 

(CE)2 eK^mpleS Sil4B-149, 157, 175- 

176, 186, 190-194 
Conmiunity eKpectations Si 14 3-^144*, 

168 

ConferoneOs 5:172-174, 183-184 
Defined 3:139-140, 14 3 ' ■- - 

Ifearning plan cycle Sil53-155 
Negotiation 5:154, 157 
Parent role S:174, 18.1-18S 
Recordkeeping S:177-1R2* 
(oontinusd) 



Tho Ind^x inuludos toff>ranms to aJi four mCE hi^nrJtoaks^ paqa niimbots &rv preamdud by 



C - Curri culum 0 InstrucU.Qn 



M ^ Mmnagament s Ofganimtion 
3 s Studont S&rvicss 



E * Emplo ye r/Comnunity Res our cm g 
*(rollowing a number) indicates sampig form, iHustr^tion, display or flaw chart 



EKLC 
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CUICAHCT (continued) 

Raf-rraia saa? 

Ratreat* atudant/staff Sil62-165* 
Saall fro^ a^etings Si 166-167* 
Itaff disc»iiais S1I77-I8I 
Zone dabrlefing Si 180-181 

see also Aooomtatility , CmrBer 

Omywlopmrnntt NegotimtiGsi, Orimntation 
(studmnt) , mcmltmBnt (studmat) , 
Student JQWtn^ls 

ILAp see individusli'Eed Learning for 
AdultB 

lNDl*tiI^. 0□^^NANT El 45, 47 1 M: 115-116 
S^ples \jilBlr Ml 119 

INDI VI DUALISED LEADING FOR AOJLTS (Basic 
Skills niaterials) C:30, 253 

iNFDRJttTlCN (student) , 

Audience needs S: 47-49 
PrograE" needa Si 45-46 
^porting prQcedureo Sil32-135 

ssff mlMQ Parent Rmporting , Student 
ForwBt Student Reoords 

IKSTRUCTICN (content ireas) ^ see 
Curri cul urn 

INSTRUCTICNAL HATERrALS 

Basic Skills sal f-^s s ma s ae n I: 4 f c i eta 

Ci 629-6 35 ^ 
Co^atencits Workbuok Ci 359-408 
exploration Padnaga Ci 169^136 
Individualized tearninf for Adults 

(Basic Skills) Ci30, 253 
Predesigned project saj^les Ci525-5 30j 

535-141, 547-553, 559-572, 577^506 
Project Writing Gil; de Ci 229-2 32 
Gtudent Handbook Sil97^241 
Stvdent Jouimal Guide Ci 4 35-452 

st# mIbq Learning Rmsoufaes 

INSTRUCTICNAL STAFF, see AdndrMtrator , 
tmployer RelationM SpeaialiBt; 
learning MMnrnger f L&^rning ^moujecm 
S^aimMst Student Coordinator 

see a 1^0 Pwtsonttel 

INSTRUCTICittL STRAT3GIE&, Career 
if pi or a cms , Com^ tenei es ^ Bmpl oymr 
S^minmrsp Lmaming Levels ^ Projects, 
Skill fluijdirtf^ LevelBf Special 
Placements ^ i^twtdent Jouj^ais 

TNSfHUCTORS, See Competency Certiiier, 
^^mpioyer Imtrua^r, Emplay&F Rmlatims 
faonMnued) 



INSTRUCTOR (cofitl/ioed; 

Spee^ialistf Learning Manager ^ 
Lemming ^source Speai&llBtf 
Student Coordinstor, tutors 

INSURAHca Ml 115-119 

Bf^aic requireBentS Mi 115 
(GE)2 coverafe Hi 116-117 
EililQyaf protection M1II5-II6 
IndsTOity te-'enant Ei45j 47| 181*i 

MiIlS-116, 119* 
State Accident Insurance Wand HillS- 

116 

JOB BHTOY SKILLS (acquisition Of), see 
Skill Building teveis 

JOUWAL, see Student Journals 

LH, see Learning Mana^r 

LRS, see Learning Eemourae Specialist 

LSAF, see Learning Site Analysis Forflf 

lABOR, see Unioh^-^.^ 

UIARNING CTNTOH, See Faaility 

UIAHNINO i£VlLS C: 277-327 

Defined Ci277-278, 283-285 
af^loyer instructor checklist Ci3i2 
- Projects— €s=2%-ifti—.^^ ' - 
Site selection Ci 313-314 
Skill development Ci290 
Staff roles Ci2ao, 296-297 
Student Evaluation of Learning Site' 
Ci2t4 

Student Ferformnce Review Ci 292-293 
Stu^nt steps to follow Ci 310-311, 
316-317* ' . , 

se^also Employmr InMtruatorf Site 
L'ti Jizati^ I 

LEARNlNn MANAGER / 

- / 

Asiiesan^nt role _X-r-5^^5Tr^3-64 j 
(Cl>2 positioF del crip tlon Mi 52 
Career explorations Cil27 
Employer sendnars Ci460 
Guioance S;150 
Laarnina' levels Ci29? 
Projects Ci205-206 
Qualifications Hi61'63 
FecorAeeping S*5f * 270 
Skill building levels Ci297 . 
Student journals Ci420-424 
Workload ,Mi59| 264 

see slno Psrsorinel 



Thm inde^r inciiides refermmp to al l four EBCe hanmooks i numbers art} preceded by 

the following aode t 



C « CyrricuJ La s s Inmtruatlan 

^ * E^loyer/ Conmunl txj ^sowtceM 



M ^ Managmimnt & Organizatio n 
S ^ Studmnt Services 



*(m^llQwing J nun^r) Indimtes^ sairplm form, illustration, display or tlo^ chmrt 



imiAGEMENT S ORGANIZATION 



LEASKIHG OBjECriVBS 

Career Developmnt CiPS7-594 
Creative develapaent Ci521 
Critical thihJdjirf CiS31 
Defined C:9 

Fimctisial citizenship Cii4l 
Learning Site ^alysis Pom Ci 236-241, 
655-660 

Personal/epsial developraent CiSSS 
Prtjecta Ci236-241 
Science C:573 

, LEADING PAW, mm Ci6*i EiS* 

LEARNING PI^ CYCLE 0:44=48, 2i4i SilSj- 
156 

LEADING PLAN HEGOTIATiai Ci 39-102 

Aeeoitfitability Ci 77-91 

Action zonmrn Ci8l=i4 

As s ea s men t/@ valuation Gi4S-46 

Conferences G; 56-59, 233-234 

Defined C* 39-40, 93 

Graduation requirements Ci 52-53 

Information sharing 0*66-71 

Integration Ci47 

Key steps Ci 95-100 

Learning plan cycle Ci44 

Leaminq S.ite Analysis Form C: 72-75 

Prescription C:46 

se# aiso Cajfeer Explorations , 
CompetmnGiec f Employ mr Seminars t 
Learning LsvmlSf N^gotiationf ProjeatSf 
Skill Building Levels ^ Spm^Ml 
PlMemmmntMf Stud&nt Journals 

LEAFi ING ^OO^E SPEClALIiT 
Assessment role Ci 63-64 
CQE)2 position description Mi 54, 
Competencies Ci338 
Guidance S i 150 
L(iarning resourceB CINQ'S 
Projects C:2DS, 258-259 
Qualifications M:Si-i3 
Recordkeep j ng S 1 60 
Worhload Mi60, 266 

see aJjo Pmrsonnel 
LEAWIING RESOURCES Ci 477-515 

Basic inateil^ls Cs4gi-493 

biblio^rarny C 1^4 3-6 ^3 

C^MKunity Ci 499-502 

Definefi Ci477, 4S1-4S2 — 

M^Bployer sites Ci 494-498 

Equipment Ci 505-507 

Facility requirements MilSl, 123 

Student resource i"se^ Ci4i2'*4^3* 

£f#e aiso Cla^ssBf Employee Instruator^ 
Bpm^ml PlmcBmen^, Tutors 



LEAWIING Sirs, (defined) £.19 

I£ARNING SITE ANALYSiS FORM 

Bi^loyer instructor role E;112-11S 
Employer relations specialiat role 

Efll2-U5 
Learning levels Ci3Dn-301, 340-321 
Learning objectives .236-241^ 655- 

660 

Procedures Ci 72-75*, 2l3-ai4j Ei 33-34* 

112-118, 1S4-15S 
Sanple foCTi/Iearning objectives/ 

projects Gi5iS-627| Bi 281-305 
Sai^le interview Ei243-271 

LEArailMG St^TOGIES , see Career 

Explormtions t Competencies , Employmr 
Smndnaruf l^^^fu^ng Levels^ Projects 
Skill BuilMng Levels^ Student 
Journals 

UGAL ISSTOS Hi 27-28, 203-221 

see also ins^rmncmf Trmns^rtation 

of THTENT 35-36, 45, 47i HillL- 

116 

Sas^les E:l79i Mi 118 

LIMJLlTy, see insurAncm* Legal Issues, 
Trmw porta ti on 

Lira SKlIiS Cil9-23 

^sessnwnt/evaluftti.jn C:20-r£, 266-P70 

Defined Ci7-8 

Delivery Ci20-2^ 

ESCE app^oadi Ct 19-20 

Integration C 1 2 3 

Preicription C 1 21-22 

Projfict focus C?242 

see Mlso CompB to fiai es Creative 
DmvmJopmentf Critical ThirAingf 
Functional CitiEarwkipf Pmrsonal/ 
Social DmvmlopnmnLf Prnjeats , 
Sci ence 

LIFE SKlLLfi OBJECTIVES, ##e Compmtmnaim , 
Crmatiy^ G^vmlopmyit , Critical 
Thinking f Functional Citimnship, 
Pmtsonal/ Social Dev^lopimn^ : *^ . ' vice 

HANAGEJraT, Se^ AdminiBtrator , Business 
MmnagQmmntf Gc-^orn&ncw 

^WTEPiAl^f see Bminmss Forjmt Community 
Relations , Instructional Materials , 
LeMming BeBQura^s / Si to Fovn^t 
fitudeiit Forms 

MEGO-fiATIOH {atudonts) Cj43? Bt?34 
(aontinu€fd) 



The inSa^ includes references to all four EECS handbooks; pRge numbers are preceded by 
the follmfing code: 

C ^ €urriqulim_s Instruction M ^ MmiAgmment Organization 

S ^ Empl oge r/Cofmvani tg Pmsouraes S - Student ^rvioes 

*(lQll€ming a number) indicates sample form, illustration, digplay or flow chart 
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(cont inuGd} 

Sit^ choices C:i4fl-15u» 166-16 7 
ijtaff guidelines C:10l-102 

NGgotidtion 

OBJECTI'/ES, PROGRAM Cprogram outconw 
goals) C; 14-16 

OFFICE P^CEDURES Mi 107-114 

ORIENTATION (staff) M-81-S6, 269-273 



ORIENTATION 
160-161 



[atudent) C^92j Si27-35, 



Si27-?3 



Career explorations Cil37-13a 
Competeneieiv Ci 350-351 / 
Content ^ ^8-3 
fcrnployer oenunars Ci4T0 
cjeneral program introduction 
Learning levels 0:307-311 
Le Earning resources C 1439 -490 
Hid-yeajf orientation S:34 
Projects C:22n-232* 
Rfc'r^rlentatiop workihops D i J4 
Sarrpic agendas 5:31-32, 243-263 
Skill building Igvel^ C: 307-311 
Staff roles Si 27, 16Q-161 
Student Han^ook S:28, 197-241, 246 
Studant journals C: 426-428 

PARENT lNVPLV£:^?iT 

Advisory grQUp M: 35/ 168 
Guidance Si 174, 183=186 
Parent Night M:181 
Program planning Hi 17-20, 2 
Social activitlee Mi 180-182 
Stud*jnt accTjuntatility C:g5 
_ 3:171-174 
Studtnt learning plans C^^ D 
Student recruitnient M:ia3; Sj20-22 
Task forces Mi 168 

see slsa Patent Rvportimj 



>12S 

86, i0-9l; 



PARENT REPORTING 
Hil33=l34 



C:69-70j M:181-l82; 



PAY, se^ Ro i ndbLU'sorncnLH 

PEPSONAL/SOCIAI DEVELOP^ENT (life Skills 
area) 

EBCE approisch Ci556-55fl 
.Learning Qt^'ectiveb C:5SS 
Projett (uample) f::r00-205, 559-572 

PKRSt^«NEL Mi 4 3-89 ^ 

Contracts M: 75-77 

(C'mtinu^d) 



PERSONNEr (ix>ntinuod) 

Cost cofiHidtjrations Mi 72-77, 96-97 ' 

Criteria for selection M:61-64 

Niwfcer nriedqd Ms 58-60 

nerformancG review Hi 87-88* 

Planning Mi47-4i, 2S3-iG0 

Beerui tment Mi 65-69 

Salaries M:72-73 ' 

Staff development M18I-86, 269-273 

Staff rslei M:48-S7 ^ 

Staffing patterns M:47-49, 253-260 

Teanwork Mi 79-81 

Tutor Service Agreement Hi 78* 

Working conditions Mi 75-76 

'see also AdminiMtF^torf Employ mr 
Relations Specialist^ Lmarning 
Managar i Learning Resource 
SpecialiMt, Student Coordin^tQr, 
Support Staff 

PLANNING C program) Mi 3-40 

Ai^proval Mi 33-34 
Budget M:29, 31, 95-102 
aironology MilO-li*, 15-16 
Conimunity Support Mi 15-2 3 
Coordinator Mi 13-14 
Funding M:29-30 

Govornance Hi 25-26, 35-39, 197-201 
Planning group Mil5j 17-20 
Policymaking Mi40, 243-251 
Schogl district cooperati n Hi' " 
State requirements Mi27-2a, 20 -I ii 
£uit ibility to district Mi 7=8 

aeg ^^IsQ Community RQlat2on^f Fa^ " : \fi 
Personnei , Tr^nsportstinn 

PLANNING ArO HONITORtNG (student learning) 
see LQaTping Plan NeqotJatJon 

PLANNING GROUP Cpreadoption) 

Functions MilS, .\7, 19 
MenyDership Mi 17-19 

POLICY^y^KI^G 

Advisory group Mi 35-36 
fCE)^ board of directors Mi 36 
iW 2 fcylaWR Hi223-233 
■rw) 2 policies smriaary Mi2" 3-251 
Legal iisues Mi 27-28, 20 3-221 
Operating procedures M: 35-40, 235-242 
Organisational alttrn?*tlvea Mi2S-26, 
197-201 

^^o^ also novi^rn^nce , Planning 

P^lESCRlPriON, sm Learning Plan Cyale, 
Lenrnint] Plan .Negotiation 

PftOn/OTVm (students onsiue) Eil63, 
275-2 76* 

icontin'iod) 



The ind^X ' inijlud^B rofijru ices to (/ll Four EBCn 
the following code,' 



handbookgi page nun hern are pret^eded by 



M " Mdn^g.-^micint a Ur gan i^atioh 
S = S tudifn t Servicog 

lu^^*:ration f display of flow chari , 



289 



mNAGBMSNT & ORGANIZATION 



I'RUDUCTIVITY (HCudent ensito) (continuodj 
s^Q also fiuin^ursoFmn^ 

PROGRAM COMI»L^TION mqUtmmUTS C:S2-S3' 
St46, 272-273* 

Joe aisQ Gr^du^tion 
' PROGRAM DAY, S^heduios 
PRQG^ ENTRV/IXIT S : 3- 38 

R#rord of Student Performancg S:63-66, 
itud*^. Appiiwation S:70-VS 

^^tudent Si* loot ion, Transfer 
PmJECTS 189 = 274 

Annotattd torm Ci 237-228 
aasic SkillB Ct246, 251-255 
Defined Cil89, 195-198 

Employtr/coiignuni ty sites Ci 2 10-2 12, 245 
Evaluation Ci 248^230, 266-270 
Individually negotiated prnj^^ im C:197 
Learning manager role Ci205^'. J6 
Lift ikills Ci242, 519-586 
Negotiation guidelin^F Ci2 34 
Pradesigned projecta Ci 196 
Projeet Writing Guid# Cia29^232 
Student steps to follow Ci2/2*-22fi 

see also Cr^ativm Development, CFitiaal 
Thinking^ FmafJonBl CitizmnshJ^^ 
Learning Sitm Analysim Fom, Life 
Ski lis, Personml/SoQial Developt^nt, 

RECORD OF STUDENT PERPOFMANCE, sa^ 
Ctedmnti^^l 

REfVORDKEEPlNG 

Career explorauionM Cil 31-132 
Coffiinunity Gon tacts mTi^2 
Comi ^t^n^ies Ci 34^ 

employer instructor development E 80- 
* 81 

Guid^Ce 5:177-181 t 
Learning ^ tni C:ij02-304| E: 47-50, 

125-133, 141-149, 164 
ProjRcti C:21? 
Student joumala C:425 

me mlso business Form, Fil^s^ Sim 
Forms, Stude/it Form, Studerit 

mcmiTmm (site) eu-sd 

Adding ^^l^c to network lU^*, 54-60 

»CE)2 ^iL^ lig^ E:i&J-190 
(conti^Med) 
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RECRUITHENT (site) (aQntinued) 

Concerns/questiuns Ei 39-40 
Df*fined , El 3-6 

Distance/time restrictions ^ Eil6-jt-'* 

Rm|3lQyer Information Packet Ei'7' 'IBi 

Identifying sitei J&iS2,S7 

Incentives Ei23-2S, 173-174 

Indemnity Coven^t Es45* 47, 181* 

Initial contact Ei26-29 

Interv: V . ^i30-38, 5fl 
Letter ^ intent Ei35-36, 45 
Materials E?37, 45-46, 175-179 
Hecor^eeping E i47-50 
Sample recruiting letter^ E?28« 
Selection critigtia Ei4l-44 
Staff roles E:'1-15 
StudGnt site nes^j Ei 19^22, 54-55 



^CRUITMENT (staff) Mi65-^69 ' 

RECRUIT/C!NT (student) S;7-2a, ISO 

Application forms S1I2-II, 70-75 
Parents M:183; Si20-22 
Presentationi M?183? S:17-19, 21^ 
School district approval Sil5-16 
Selection criteria S:7-8 
Staff rolei ^Ul, ISO 
^aiget audie*.. e Si9 
/Time t^ leg Si 14 

aisf? Student Smlmation 
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RE T Bffl URS E.^NI^ 

'Board stipend Mi99 

Businees exisenies Mil09-110 

Employer in^tr -ctor development Ei23- 

25, 80; Mi99i 
Mileage, studints Mil34^lJ5 
Staff sal-riei Mi 72-73 
Student learner vm, c^arnar Eii63^ 275- 

276 

Tutors M:77 

REPORIS 

Financial MilOJ, 106 v 

Parent C:69-70f Mil81-I82r S;13J-J,34 

?j^e ai#o Inforfmtion (stud^rLf 

RfTRBAT, STUDENT/S^AFF Siie2-lfi5 

SC, Bet^ Studnnt i uordirBtor 

SDS. see? Self-Ujream^ Ber^rah 

SCTrEDULES 

i3aily program hours Mi 76 
Pro'^ram year Mi75-76 
Staff (saifple weeks) Mi 261^267 
Year->found school Mi 75 



C - Catri aulum^^^ln &truetion 
*(,oll(Mim a n^mterj indieatas a^mpls fom, iUus^tration, displny or flow chart 



" ^ /fana gemonfc i ' Organization 
S - Student Jerviee.^ 
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SCHOOL ACTlVltlES ASSOCIATION Mil92 
SOIOOL aOAKD 

Information neyds Mil03, 172--173 
Initia] eonta^t M:9 
Program approval Mi 3.1-34 

SCHOOL DISTRICT COOPEHATION 

Graduation Bi 37-18 

Proqrm adoption Mi 7-9 

Proqrajn operation Mi38-39, 173-174, 

Studenc recruitment Si 15-16 
Student transfer Si 35- 36 

se€' slsQ Sahaal Hoard 

li'^miCW, (Lifg Ski 11b dyea) 

EBCE approach Ci5V3-575 

learning objectivea Ci573 

Project ismylmn) Ci577-586* £21-627 

SELF-DmCTED SEAHCH Cillfi, 145, 840-641 
SITE FOWiS 

Card file E:47-4R* 

CertificaUe of participation MilBS 

Cumulative fo1d#rs Ei 47-48 

Employtr Card Ei50*, 12^ • 

Employer Information Padcet E; 175-131* 

Smployer ins true tor Report (peit eard) 

El 119* I Si 94* 
Employer relations epetialiac notebook 

Ei49, 12S-:^6, 130-131 
Indemnity Cov lant Ei45, 47, 181*? 

MillS-116, 119* ' 
Learning Site Analysis Form Ci 595-616*; 

1:249-269*, 2^ ' >I96* 
Lean ing Site UtiAizatioii S:iQ6-lQ7« 
LetLer of Intent Ei35-36, 45, 47, l'^*^ 

Miil5-116, 113» 
.Maintenance Vi^it Rpff?or^ E:127*? 

Sil30-131» 
Student a/id Eif^loyer Instructor 

Contiict Eill8-I29^j Si93-93* 
Student Evaiuati of Learninq ^ ' 

S:110-111* 
Student Identification i lacard * 
Btudent Informatlo/i Car-^ £i:i3n l3l*t 
SiU7-^29* 

Sl-re PLACEfffi^rT P^^jCSDUSES (studenta^ 

Cvireer e^lorations Cii22-li3, 145-152| 
13:142-143 

Lc'ar!iing/.^kill building level/^ Ci302, 

313-115; E:144-l4S 
Special placemerts C:lll. 2mt E:14S- 

149 

ais3 Biiti Vtil I mo tion 



SITE UTILIZATION EilOD-lS7 

C»j fined C 1 105- 108* 

KRS chronology E: 140-149 

Enipleyer instructor role E: 119-1^0, 

Evaluation 'E?13Q-I3i 
Forms El 126-1 31 

Information aharing E:ll7, 122^123, 

134-136, 167 
Learning prf^dyctivity Eil40, 163-164 

273-27a 

Learning Site Analyii^ Form Ei 112-118, 

154-155, 243-371*, 201-296 
Materials Eil37 

Pathwav to Employer Site Learning 

EiZ06-207« 
Recorfflieeping Eil25-133. 141-149, 164 
Staff roles EillO-lll 
Student placement Eil50-153j lSf*-158 
Student progress E:164 
Support to employer instructors Eill9- 

124, 165-166 

S4*^ also CMt^^^r Explorations, Employer 
inMLFu^tor r^arning Levmlm ^ learning 
i'l te Amly.^. . Form^ Site Farm f 5i ee 
PlscQmBHt Procedures , Skill Building 
Levels^ Special PlacsnmntB 

SKILL BUILDING LEVELS Ci277-278, 285 
Staff roles CikSO 

se^ mlsQ Employer Instructor, Site 
utili Ea tion 

&?^CIAL PLAOliTOTS C:211, 260 

STAFF ROLES ^ 'ee AdminiBtrator^ Employ mr 
^mlationM ^peaialiMt, Learni/ig 
MinmgtQr, Lmarning Re&ourc& 
Specialist, ' "zudent Coordinator 

see alsc Pe. ^onnml, Support Staff 

STATE DEPAPT^fENT Op EDUCATI." 
Aptiiroval ' Mi 34 

Til formation needs M:;.9ii Si 48 
Req ui r c men ts m 1 2 7- 2 8 

STi;^^NT ACOOUNTABILITV £j^STEM, Set 
Au^couf! nabi lity 

S'kUDK. ,T COCRDINATOH 

Aifessment r",?lo C:54, ft2-64 
(C&)2 po^iLioiv description MiSS 
Guidance J:1V-151, 37a-179 
Qualif icatior T M:61-63 
Recordkeeping SiCD, 276 
Student orientation Si27 
ftulent recruitmertAelectien S-^ll, 
Iti, 22 

rianHfer/gr^duatloi, SiJH-3?? 
(aontinvjd) 



The in do X includes rnferences to all Four ?flCfir 
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C ^ curriculum a In^truotio n 

E ^ mplQije r/Comniunity ReBourums | 

*tfoll^ing J nuniber) indioatas sampie Cormi i 
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S = Studant Servicmm 
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STUDEN' :*00RD1NATOR (aontinmd: 
- Wurkiuad M:60, 367 
also t'tjrriOnnol 

STUDENT DISCIPUNE, s^e AcQomtmhiHty 
STUDENT rOWe 5:^5-53, 69-131 

Aecoimt^ilLty Writi?-Up Sai8-ll9» 
Salic Skills Freseriptien Pad C:635* 
CQmpetencie.^ Kerord 3 1 100-101* 
Employer InitrUStOr Report Si94* 
Indivlduai Student Books .S: 105-106 

^fning Sire Utilization S-106-107* 
Learninf| Style S#l f-rtsseysffi^nt 3^121- 

123* 

Life Skins Project Record 5:96-97* 
Master R#cc*ca Book S:95 
ProjtJt Evaluatisn Si 124- 126* 
Reeord of Sfudent PerforTnane^ S:6 3-66, 

265-301* 
Sign In/Out Sh^et S:BH-89* 
Skill Ifevelofmient Ret.'ord Si 108-109* 
Studont Employer initructoE 

Contract Si92-93* 
Scudent Applioation Si69-75* 
Fftudent Evaluation of Learning Sit^ 

Si 110-111* 
Student Experionce Heoord Si 102-104* 
Student Information Card Sj 127-129* 
Student Performance Review Si 112-1 13* 
Student Profile S:9B-?9* 
Student Static Board Si 114-1 15* 
Student Trinsportatirjn Agreement S : 78- 
79* 

Student Transportation Options Si 80-81* 
Studerit Transportation Route Si 84- 85* 
Tran,iporta tion Reini^ursement Request 

Si86-87* 
Transportdtifjn Pequest Si82-83* 
Weekly Ttm^ ^tiport 51*50-91* 
zone Debriefing Sill^ -17* 

ser7 diso Inmtructlokwi Materials 
STUDENT GGVE^IfiENT M:169. 179 
STUDfiNT HANDIOOK St 28, JO- 197-241 
S TU DENT I DENTt PI CAT I ON P i J^,f;A RD w 1 1 3 5 

STUfil^T JOOSNALS ri4ll-45i 

, P^s c SMilla Ci41C 
' Cef*nf*d Ct411, 415-417 

Respondiiig to journais Ci 420-424, 4 30 

Role siBimtry Ci4l4 

Student Journal Guide" Ci4JS-452 

STUm^ /CITINGS 

rlmnlnyir a^m.Kmm ''-4"5-474 
[4?Mthly ^taff/studoiii: h' lUO 
Small group Si" 16 6- 167 



STUDENT RECORDS S 4 1 - 1 j 5 

system Si 53-58, 65-66 
Confidentiality Sj67-6a 
Forms descriptions Si 69-1 31 
Information needs S 145-49 
Infcrmation eources Si50"51 
Rfei'porting Si 132-1 35 
Staff rAles Si59-62 
Storage Si5S-58 

s^e aJsp Credmntialf Student Form 

STUDENT SEI£CTT0N Si23-26 

Eligibility criteria S:7-1G, 23-24 
Hid-yoar additionii Si 26 
NtJtifieation Si 25-26 
gtaff roles Sill 
Timetable Sii4 

SLrrPORT S^^!"F 

im)- f osition descriptioni M: 56-57 
Oriontation to program 8:82-83 
Qualifications M164 
Jtespon^ibilities Hil33; Si61-62, 
269-2 70 

sue also P^rsonn^I 
TASK FOWTES H:168-169* 
TRANSCRIPTS, Mse Ctetisnti^l 
TRANSFER (of students) Si 35-35 

TR^SPO^ATTON 29-1 35 

Insuranee Mi 115-116, 132 
Learning purposes Cii34 
Parent approval Mili , 
Planning Ea6-17; 129-1 " 

. San^iJe forms Mil3l-135| Si7S-g/ 
Student optionB Mi 132=135 
van driver Mi57, 133-134 

set? al&o Mimbursawents 
TUTOHS Ci25B, 508-510 

Tt:tor Service Agreentent Hi 78* 
UNiOKS 

Concern* Ei39; Mil4a-14S, 186-18^= 
Productivity {EBm policy) EilO, 163, 

2 7j-a7fa 
Roeruiting Eil9l-194 

ZONE Ofi;BWEFlNGS Cf67-68*| Sil77^ 180-181 

ZOm PEOGRESr MEETINGO HiD^i sa77-179^ 
?^nu P^ti^^Qsm Planning Sue^t Si 1^8* 

ZOms inchool year) , tie . Aation Zoneg 
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